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ABSTPACT 

These 12 technical assistance papers offer practical 
suggesux^ns on ways to develop high quality school-age child care 
programs (SACX'P) , particularly in New York. The papers: (1) introduce 
the topic of school-age child care and describe ways in which sucl- 
care can meet the need3 of families in New York; (2) provide 
guidelines for development of SACCP3; (3) outline several approaches 
for conducting a needs assessment to obtain an accurate determination 
of the need for a SACCP in a particular community; (4) discuss leqal 
issues of incorporation and profit or not-for-profit status; (5) 
ou line the process of incorporation and provide guidelines for the 
incorporation of a SACCP in New York; (6) present procedures and 
criteria for obtaining tax-exempt status; (7) summarize New York and 
federal requirements for employers and suggest resources for 
additional information; (8) outline content areas that should be 
addressed in bylaws for a SACCP; (9) describe legal responsibilities 
of a board of directors and provide guidelines for selection and 
maintenance of an effective board; (10) offer suggestions for program 
activities and techniques for work with groups and individual 
children; (11) provide guidelines for development of a budget; and 
(12) describe procedures and principles for management of program 
funds. (RH) 
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'I hnui^lKnit Wnv SLiU\ M^mtk int dian^i's cIK' OLUirrin^ in familv lik' In i\ir- 
liuiLii tlu'a'i> jninovasin^numhcr()}\u)rkin^parL'ntsuith^Lli(Mj-a^c'cliiU 
inoLM.sin^ inimk'i ot sin^k^ paivntv One n\ [he amsc^^uciKes aLLompanvin;^ [hcsc 
dian;>c's LstlK' lar^c numk^rotchikhvn in need of sdiool-a^c child can^u-k'n school is not 
in .session 

Uhcn child care lor school-a^c children ls ur.av/«lablc. pau'iits who mu.st work are 
toaed to lca\e tlicirchildren unattended It ls estim J that between lO(MHH) - iiOO.OOil 
suih children in New Voik State are un.su pen- i.sed lor .several hours each dav 

hi response to this problem, the State r.\ New York ha. undertunv . . number n\ 
initiatives to cncoUKiKV the development ot sch(M,|-a;5e child care pro^^rams |)ui .n^ I W4. 
the Legislature enacted a bill whkh authorized a lundin^^pto^^ram to .support thestat1-up 
i)t newschool-a^echikkare programs This bill uas.si^^ned bvCovernoi Cuomo in lulvot 
(liat vear 



]Mv.rtnttlK'st..t.sr(t,Mt.thc\cu'N.,rkSt.a.OuMiul.niCM,ildrnKn,dKwiiili.sl^ 
u...al,na(od an ,nt.M«.,KV p,o,cct. School-..\«c CliHd C\uv. ,n unm.nd,' n h 

su, po.t.d hv the Dn.sion ut CVn.inal .lust,.. S.ukv.s Th. purpu.sc nfth' prnK- t 
asMM ummunitics ,n starting . d up.ratin, sdiool-a^V .hild .arc pro^jrams 

o.nu I .x't lJ ''^ " ^^-l^""'-^'^^' ^-'^^W PH'^ram mvulu. a s.-ncs „t 

mm I '"^ arc often n.vd.d to tauhtate. support, and 

pioniote the dewlopnient ol .sudi pro^rariLs 

The Council is.leyelopin^a series .,1 teelniiuil assistance papers to address tlie needs 
I '-nn.n, ties e.sta l,sl„n, sd,ool-aae el„ld eare pro.ram.s "fhese paper sdi u s 1, 
;no. ^t^1^-;H..H should netakenando,terprad,ealsuM>^est,onsonhoJtodevel..pqua 

ii:r::ne;;';:;s ^d.o.nn,nit?;";:,;: 
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rhathfC^ iifc <n(iirr-?w m tarndi^ life In pui^ 
tu iiliir thciL " imuH rca^^imj nmnhci <>t innhmu 
piitt'nls' iiith sih(,()l'iiiji' ihtlthcn and lu- 
nciisijiij nmnhcr nf snwic /hi?c?it^ i hic oi tlu 
I imscqucm rs </( ( ompiifU/itu} thoc i lunuiC' i s 
thi' hifQC fiiitnhcrnf ( luhhcri m th't'Jo/ sdund- 
aoi' ihild Hire ii hen sihtfa! is not m session 

Wncn child mn silnh l-atje ihihhi V is 
unamdahL, parents n hn tnus^ u ofkaii tinned 
to IcaiL then ihihhin unattended It is esti- 
mated that Ih'tueen JntHfiHf - Ifiih'Hfd sm h 
children m \ew )otk state ate unsiipeinsui 
t(h St ivfal hniirs eac h dati 

In response t(t this piiihUin theStateot \eii 
)(>rk has inidertaken anumbe} ot tuitiatnes 
em ouroqe the dei elopment ot sc honl-aae i hdd 
care pfifijratns Ihinna l^^sldit lA\j:sla(ufe 
enuited a hid trhuh authotized a tundintf 
pnujiani to support the stait-up ot neu s( hntd- 
aae ihdd icre ptoqranis 1 his bill ua- siuned 
bu iiiiveruo) Cuomo ni lull) ot that ueai 

\s part ot the states ettoit the \eu )ntk 
State Count d (ni ihddten and f an, dies has 
( ootdmated an nderaqeni q pio/eit S' hnol- 
\ae L hdd Lore m ioniun'tion iiith the he- 
partmentot Soi lalSeti u es /)// ision tot )outh, 
and State F,diu atton hepartnient andsuppoiti. d 
bij the D.'iston ot Cmeanal lustne Sliiih s 
rhe purjhfse of this piotei t is to assist < oniwu- 
nities m stattnnjandopeiatinq s( hnol-aaeihihl 
( ate ptoqianis 

rianninq and tmplenientniq a neu sthnol- 
aqe ihild tare proqumi nuolies a srnrs ot 
I ompU'y tcsk's f\es<nin es and intoir.uition ate 
(dten needed t<>tai ihtate support, andptomofe 
the dei ehfpnii nt ot siu h pioqiatns 

The Council > deielnpma a series ot tah- 
nicalassistatf \'ts to addtess theneedsot 
amitnmr liinq sdiool ujeihildiute 

proqrams These nupers diM iiss (he majoi steps 
that should be t(>\en and ottei jmu tu a< suq- 
qcstums on hoic to develop quahtq proqrams 
Each paper pt <f vide s a bcqmnniq point tot imh- 
Q ' lis at7d ( onmumitif qtoups planninq neu' 



Defining School-Age 
Child Care 
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SclnM)l-a;ic lIuM anv can iv defined as 
anv program Ahich provides child care tor 
clcmcntan and middle school chiluren 
during the hours when paa'nt>are at woik 
and school is not .session While most 
pn);>rams pn )\ide care after school, many 
als(t pn)\ ide senices heN)re schottl, on snow 
days, school hohdav.s. and during the 
summer and other school vacations This 
tech'iical assistance paper pntvidesaii iiitro- 
diiLtion to th'- topic ot school-a^e child 
ca»e and desmbes how .sut^h ti pro^^uim 
can meet the needs ot tamilies in New 
Notk State 

What Distinguishes School-Age 
Child Care From Other 
Programs? 

\ numh».'r ot ennchment pio^rams. 
\outh centeLs. Kxreation and club aitivit'es 
e\iM at the communitv level and senv 
L hiliheii attei st. hool houis < m a d»op-in or 
xoiuntaiT basis These vouth tictivities are 
otten scheduled intermittentk and laii 
lan^e tVom an hoiu a week to tue da\s a 
week Such youth soarcs are impo»1tint 
Lommunitv resounes tot^hildren and tam- 
!li»'s but usuallv do not otltr the di'^iee ot 
child ^upe^Tls}on needed b\ working par- 
ents 

hi ordei to mci 1 woikr* I ptUenS'neeils. 
sehool-a^e chiki lare pro^iams should 
pio\ide supenision in j stnktuied and 
sate einironment, Suih pro^iams shmuld 
s{n\e to tult'ill the tollowm^ 

• < )Pl hite ti\e dtUs a week, pu'leiablv 
also duiin^ sch(»ol \acations holi- 
days and during the sunnni') 

• maintain houis ot operation wlikh 
meet the needs of working ptU'eiits. 

• provide lare to a le^isteied ^roup 
of children on a consistent basis. 



• provide aL(.()untabihty to parents 
includiii^^ maintaining^ attendance 
records. 

• maintain umtinuity (A slatL and 

• operate t!(mi a permanent site with 
ac(.ess to outd(»ot areas 

What Are the Needs of Children 
in a School-Age Child Care 
Program? 

A quality sctiool-a;^e child care pro^'am 
is designed to mec( the developmental 
needs ot children Children are tempera- 
mentally different and van' in physical and 
emotional de\ elopment lio^^*ever. there 
are patterns ot developinent in the middle 
vears of childhood that provide a tramew'( >rk 
toi buiidin^ r^'^'^^'^nn activities Childien 
at these a^es are concei ned with hands-on 
e penenu's completing tasks, creating 
products, developing physical and .ntellee- 
tuaUompetencies. deiiionstratinj^ respon- 
sinilitx. and expcMcnein^ success and 
masten l)unnt> these vears children are 
soutil seeking triendship with peers and 
adults outside then famiK 

In a program sen'm^^c hikhen ot different 
ti^es. children should be grouped at. t^ordin^ 
to their developmental le^vK.and activities 
p»ovidet.l should he <i^e-appiop) late with 
ipci easin^le\ els (.t - kill, responsibility, and 
indLpendciue H(»WL'vei. groups should 
he or^aiii/ed with tlexinilitv tillowm^ tor 
individual maturation, special inteiests. 
and tnendships There should aKo N' 
adhities which aie pkinned tor older 
Jnldien in the pn»K»'^»ni oi in the amv 
munitv t(> relate to voun^er Jnkhen m a 
helping role Chikhen tiNo ked positive 
■nteuktion with ttdults wh( uui provide a 
Model and exemphtv personal qualities 
tor (.hildren to emulate Program stalt 



must undcrstdiid how ch'IdR'ii ^yow :in^\ 
develop, be able to kieilitdle cietivities ti>i 
children, eneoura^e individualil\ and 
.stimulate ideas 



What Types of Activities Occur 
in a School-Age Child Care 
Program? 

A.sehool-aj^e child care program .should 
be provided in a comfortable atmosphere 
that more closelv resembles the environ- 
ment of a child's home than t»-j formal 
envjr(»nment of (he school iVo^am.s 
.should be flexible, provide a choice of 
activities and a dtiily nutritious sna*.l\ The 
cultural background and heritage of chil- 
dren enrolled m a program should be 
»-etlected in program activities and the 
proj^ram environment, with opportunities 
for the involvement of children and their 
famihes. 

Durinj^ atter-school hours, it is necess- 
sar\' to build on the school day. supple- 
mentinj^ and complementing the school 
e\periep''e by adding activities not stressed 
in school rather than repeating similar 
ones. Space, time, and staff assistance may 
be available to children who want to do 
homework, but it is not recommended that 
homework be required or become the focus 
of the program. Activities should mclude 
structured experiences, informal social 
interaction, and sohtaiy play 

rn,structured, leisure, and restful activ- 
ities such as readinj^. listening to music, 
and mformaLsocializing,should be offered 
Children should f>e able to choose from a 
variety of quiet activities in whrh they can 
indepeMdently draw, color, play table games, 
and mmipulate puzzles rr multi-pieie 
construction toys. 

Opportunities for physical play should 
be provided in indoo^and outdoor space 
allowing freedom of movement for children 
Equipment such as balls, hoops, riding 
vehicles, and climbing equipment should 
be available for large muscle activity. StatT 
can plan and structure gross motor activities 
,such asaeTobics. creative movement, dance, 
group games, and sports where develop- 
mentally appropriate. 

Projects involvingcoastruction. creativ it\\ 
and exploration should be planned by staff 
Sculptures, collages, paintings and arts 
and crafts product^ can be created from a 
wide variety of materials including clav. 
wood, paint, textured cloth, glue, and fn )m 
materials lound in the program environ- 
ment (e.g. pine cones, stones, and leaves) 
Program staffshould alsoencourage longer 
term projectssuch as plays, newsletters, or 
^t^^cial eventb and celebrations. 

ERIC 



The development ot a stimulating nul 
duerse school-i'^e child ctU'e proL^tani 
regimes svNtenatk pKinning \V')\v hoii) 
administration and stall l-lachueen. time 
should he lesenvd lor sl.iit tn nl/n tin- 
progradi sclieduh' so as to ensure that 
children . s act Mties are \ ailed and stinuilat- 
ing ()n« JaiK basis, timeshould be avail- 
able fo stalf to organi/e and picpare 
activities belore children arrive The pai- 
ticipation oi children in selectingactivities 
and generating ideas can spark their interest 
and invoKeinent. and vitali/e a progra?ii 

How Do You Arrange Physical 
Space to Promote Fun and 
Enrichment? 

K\cluMve use of a mam ptogiam area is 
desirable S() that it can be ananged spe- 
cilically lor child care. However, due to 
limited financial resources and scarcity of 
available facilities. inan\ sc' age pro- 
grams share space with otl ograms 
In such cases, it is important to nave access 
to a variety of au\iliar\' areas such as a 
kitihen, gym. libran. art. or music njom 
This situationotten calls forstalTcreativity 
and a willingness to assemble materials 
and equipment on a dailv basis 

Theenvin)ninentand room airangement 
ol the primarv space will set the mood and 
tone ofthe program, define actnity areas, 
and provide the opportunity for children 
tochoo.se froma variety of activities Space 
should be provided for quiet and active 
plav, and the environment should be con- 
ducive to .small group activity The phvsical 
space should he sepaiTited into activity areas 
which stimulate a child's interest and in- 
dependent exploration The following 
interest activitv areas are suggested 

\rtsatn/ Crafts \fva - Pain., paper, glue, 
(.rayons, markers, and scissois .should 
be available for children to use indepen- 
dentlv Special pn)jeets with materials 
should be planned and set up with adult 
supervision 

Cim.strutinm \rca - Building materials 
(e.g. wood and glue) should be avail- 
able under adult supervision 

Hhck\ Ira;- An :.rea equipped with blocks 
and acces.sor\'tovs(e g.. trucks animals, 
and dolls) should be available 

(jiuct Area - A private corner or spaie 
with dividersand comfortable accessories 
(e.g.. rug, stut'led chairs, bean bag chairs, 
and or pillows) should be created 

Ac tire Area - An indoor space allowing 
play wiih sports equipment should be 
available 

Rcadinii Corner- Books at the interest 
and developmental levels ol the children 

5 



should beattractivek displavedand avail- 
aMelo' use This aiea ^.aii be combined 
\sitli a quiet i a'nei 

l\ihk \r<\}- \s|\ice\\itligtmies pu/zles. 
aiiu iiiaiiipulalixe iiuKerials whRli le- 
lled the ages and developiiienttil captibil- 
1 1 1 e s o u hi I d re n s h o u I d be read 1 1 \ ac L ess - 
ible 

i'.xphirotian \rco - A science area with 
<ippn)pnate materials (e^- niagnets. 
micioscope. magnilvin^ glasses) should 
be Lieated and changed frequen tk 

Outiloor SpiUc - An outdoor area tor 
active physical pKiVtUid sports ks neces- 
san 

\iL\-ilumj Space - Special areas and n x >ms 
(e g kitchen, gym art room, librare. or 
industrial art room) for activities of 
interest to the children c. n significantlv 
enhance pn)gram offerpigs. 

The equipment and activities required 
torany pailicularprogran depend on the 
size ofthe group, and the jge and develop- 
mental levels of children Including chil- 
dren in the planning ai.d decoration of 
pn )gr:im space can f<>ster pride and increase 
interest and involvement in the program 

What Is the Role of Parents in a 
School-Age Child Care Program? 

Parents are a valuable resource in the 
planning, development, and operation of 
a school-age child care program Parents 
can help shape a program to meet their 
needs and the need soft heir children Spe- 
cific input Irom parents regarding w >rk 
schedules, transportation needs, and pro- 
gram content will provide necessar\' in- 
lorm^aion to define appropriate program 
services and operating hours. Involving 
parents m program development can also 
help in the recruitment ot children Par- 
e n ts w h( > a re u n s u re o f t h e u u a 1 1 1 y o f n ew. 
untested programs may hesitate to enroll 
their children Thev will he much more 
invested in a program, however, that they 
have h Iped to design 

/\s a prognmi becomes operational, par- 
ent participtilion further enriches the 
program In addition to the information 
thev pn)vide on their own children, par- 
entscan contnbutea wide variety ot interest 
and skills to the program A program open 
to parents' calls, visits, and participation 
in actiMties) til enhance mutuai trust be- 
tween parents and stalT A positive staff 
attitude toward parents and an understand- 
ing of the need for ptirental inlorination 
regarding individual children will promote 
good communication Such communica- 
tion between the home and program will 
lostet a sens*' of continuity for the child. 



What Resources Are Available to 
a School-Age Child Care 
Program? 

KwA comniunitv IS J rcsouKc tor pm- 
gramminji The immodiatL' simniindiii^s 
ofanyprujinmnvlu'thcr located in an urban, 
suburban, or jural sotting can lend itsclt 
to exploration and di.sc(n'ei'\ tictnities 
Resource^ .such as parks, /tios, nuiseums 
nature presents, libranes busimsses. 
farms, and indu>tue.s otter opportunities 
for special field t.ips orKuitine activities 
Museums and libraries often otfer special 
programs or a series ot special activities 
specitkalK tor children Clubs ^ULhastini 
Scouts. Hi )>• Sc( )uts, and 4-1 i . nu\ be w i II i n^ 
to come to a projiram to provide special 
activuies Local chiU carec()uncils. v«)uth 
bureaus, cooperative extensions, depail- 
mentsot parksand recreation. and libraries 
are otten helpt'ul in locatinji comnuinity 
and rejiional resoutces and can iJcntiiv 
contact people, vSchool-a^e child care 
projirams should take full advant ijie ot'as 
many of these state, regional, and lo(.al 
restjurces as possible The more enriching, 
diverse,. "id excitni^a program is. the more 
children will want to participate 

Individuals involved in planning pro- 
gnim,^ shtiuld contact knowledjleable pe( )p!e 
who have already established pio^rams to 
learn from their experiences Kor a list ol 



.'\ailabk teJinical assistaiue papeis and 
the name ot pio^rani.s ihIksouii^i. [X'opk' 
m \oin tirea please contact the .sJiool- 
Aue Child Caie I'loKd at the \eu ^o^k 
State Council on Childieii and I\iniilies 
^la\oj laaslus Coining L'nd To\\li -Mh 
FliMii I'lmpiie Stale 1" i/a \lhan\ New 



I isted W'U)\\ aie scncmI ies(»uKes and 
leteu'iKes thtit ma\ pioMdc additional in- 
l".niatii»n on tlie topic ot s^hool-a^v k hi Id 
' tie 

l>aden 1^ CVosei \ LcMiie. J w.Seii^son 

\( tion ^hinuiil l)Osi<in \iihuin 
House Publishing Comptinv 

HIau, K Hiad\, K. ikkkei, 1 llitesliew. 
I), /tivitko\vsk'\ \ Zavitkowskx, 1) 
i lV>77l Utilities tnrS( Inud- h/.- Child 
L\nc \\asnin*>ton. DC National 
\ssouation torthe MduLation ot ^oun^ 
Chikhen 

Coheii.i),rarke> R.llost,M Rk hards 
C (KdsM]97:i} Sernuq SihHii U/e 
CIvldrcu (Numbei i m the Day Caie 
Series) UashmAton. 1) C I' S Depart- 
ment ot tiealth, I'.duuition and \\ elfare 

Collins. K (KiS,"M Sihciluhmj htinti^s 
tarSchoai UjcChihlrcfi NeuVoik New 
^ork llumtin Resouices Administij- 
tion. A^etu\ torCliild Development 



ranla\Count\ ( HlKk toi CliildieiH iMSlM 
^hvtnni the Dill/ ( dtr ol Si hool- 
\ue ( Iiilih.'L PidiiKiin l)e\elopment 
!\ipei ( )t i \ Muiiiia 

Neui'rhaue) R iLVImD'SO) Vho(.l-\Ke 
Child Care iRepimt ' ^')\\ LhildCarc 
lutaniniUou h\i haiiqe 

New ^ oik Statt. 1 \ paitnieiU o| Soual Sei- 
\ues Ikiif L\nv i^e'itcrs (jiiCstums 
iiUii Intanuatiini lor Cunip.s 

diid hhlii nhhils Intcn'sti'd //? ( irqaniz- 
/;/(/ (/ !\iif Lure Lcutct Albain, New 
^oik 

Onondaga Count v Chiki Care Council 
\ IMS.)} 'School-A^'' Child Care Tact 
Sheet tot ,S\iaeusk'. New Votk'" Svra- 
cuse. New ^ ork 

S.otield. R (Ku ) { 19S1 S'n Sih xd- \qc 
Ao/es Na>ln{lle. Teonessee 

Seli<^soiK \1 . Censer. A: C.annett. K. 6^ 
(;ra\,\\ (IMS?,) School- \acChiklC(irc, 
1 l^olic II It part Welleslev. >kissachL 
setts Sch(M»l-A^e Child Care ProicM, 
\\ellesle\ Collej^e Center to" {Research 
t'ni Women 

SpeUdin^-, V School-A^e Child 

Care Chikluitv \(ttch(H)L IthaCti, New 
Vf)rk C(jrnell C(HJperati\e Kxtension 



77;^ L\htULol assistaui pap.i is siry i>tt \l htj iimd^ i/nntt.d to tk i mnu ds SiAv*^/- Ua < hdd ( t;;t' l'}o!.\t hi/ the I >n ision n/ 
Cuwmol liisthc yen H ^'s ami thi I nited Stutrs Ik'ihutwiiit (,t n.^dth ond llrwen Sa;n(t s 

77?i* CntiKi d s S{ f}in)l- { hdd ( (/n /V*/^ ( f ds u < !> t/s (i., j^K^dih tuni ni thi\ /t < 'nm ul (/« j^^jvi is undc) luc diu < lion oi 

/ ti d ^! 'sen i7/ 7//t />;/;/< ip-il jiidinr /s Vt/Ai / / 1 oti 

fht tin*hcr lutoiwatmu unhUnl 

The \TS Council on Children and Families 
(518)474-6293 
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Thunii^hnut )u?k stifti' sumifharu 
ilnnwcs iifC (u ( iiniJhj ni Unndu litc hi pui- 

tU lllUf tht'fClSiltl Ith Ki'dsiPiJ fnif?}hi 7 at II in' lUU 

parents tilth Hhanl-aqc ihiLbcn ami j?} i?] 
( n'lisith/ tunu^i'? (it siuiilc piiiaUs < hh' at (hi 
( o;?S(.(y//t';?( I's (/( < nm/\i?7iinhj tin lunn/i-s /s 
thi' Umic rui??}lhr(it i hiUn u ni rh cdot s( tuH)l- 
iikjc ihiUl (. arc II fh u hno! is nnt i?] si ss/^/v 

It//t7/ (/>'/(/ ultC t(if si honl-iH/, J]ddliJl IS 
Uthiraikihic patent^ u hn wust u <nk im, cd 
t(* leave then i hiUhen iinattemled It i esti 
mated that hetiUi n fnnnnn - ;no (khi siu h 
(hihlnti ni \eii )(>tk Statt afe iinsi/p,n f^nl 
t(tr sef eta! hutn s i ai h dan 

Itne'^nnnse tn this ptnhh t7] thi statent\en 
) ink has imdei taken a umuK t ot n. ' tnitn i's to 
efh (unaue the dei ehpfnetit nt s{ htud-aih i hihl 
late pnupiitns Ih mm l^^fS 'i the Leaishitm 
ethu ted a hih it huh aiuhtndd a tundiua 
puHpani t<i siipptnt the start-up nt ?h u S( 
aae i hdd ( (/;« pKu/tatns /his hill u as su/ned 
hi/ (fdietfUi LiKmnnn hdtj nt that i/eat 

\s patt nt the statt s ettnit !,ie // )f>}k 
"state ininuil nu ChiKh^u and f ani !ies has 
ittnnhnated an mteraacnn/ pm/eit "^ihnnl 
\iie Child iafe m cni/ufiitton ii ith tlh l)e 
partwentdt V;( lalSe?. nes Ihnsmu in} ),,nth 
ami state /Ahuatinn hepaUnient and snpptnti'd 
hi/ the l)ii ismn nt ( unnual h/stn e Si fi ms 
I he purpose nt this pm/Ki t is tn assist i nwnnj 
nities m startnn/ andnpeiafjua st hnnl-dqi t hdd 
i oie pftn/tiitns 

Plannnn/ and nnplenKntma a nen sihnn/- 
aue thild lare jnnaunn ttnnlu^ a stv/t s nt 
untjplex tifsks AVsr///?( e^and intn??ntit!nn iiie 
(tttefifheiled tn tin ihtate support and pmnvite 
the (leiiloptth nt nt siu h pmannns 

The Cnumd is dtiehipitn/ a sefu s nt ty i h- 
nual assistant papers to addtt ss thi needs nt 
ionif mini ties estahhshmi/ si hnoUuie ihddi aw 
prai/.atns Fhese papers df si ussthefna/nt steps 
that .should he taken and otti ? pnu tn al sm/- 
uestnnis on boir to develop qinditi/ ptniitafns 
fuhhpapet proi ides a hei/inninq point to, mdh 
riduiiLs and i 'nnmiinitq qumps phnnana uen 



Developing a 
School-Age Child 
Care Program 



vSl Ik )( tl-ti^c h 1 1 d aitv pn )^ram s pi < a i 
L'hild L'aic torclcmcntan and middle school 
Jiildivn during thu Ivmrs when paivnLs 
art* at work and school is not in session. 
This technical assLstancv paper will provide 
general guidelines on h(»\\ to develop 
s^hool-a^e child ca»e pNfj^rams Croups 
planning such programs will need to adapt 
this process to meet the pailicular needs 
ol their own c(»mmunity 

What Groups Should Be 
Involved? 

' ntei est i n de\ e V )pin^ sen ices t( ) scIk m >I- 
aj^e children hevnnd school hours otten 
hepins wiJh a feu individuals who have 
ohser\'ed or expeiieneed I'h' need loi 
sihoul-a^e child ca»e programs Pa.cnts 
nith h»' uiKimitodahIc leaving theirchildren 
alone and ma\' have ditticult\ locating 
programs or making child caie arnin^e- 
ments Due N> paicnt.s' work schedules, 
school sldtY m.t\ httve oKsciAcd childfn 
ani\in^ earlv mi remaininj^i ttftet sehnol 
uniclated to school n> extra-ci'rrieulai 
activities 

lndi\ iduals interested m de\eli)pin<Iser- 
\Kesto sch )ol-aKe Jiildien should teach 
i)Ut to i.thci inteie.stcd individuals and di- 
verse ^roup^ n the eommunity and iinoKe 
Ih'^ni m a • oopt. uitive cndca\ot 1 Ik* 
process nt l.uildinj^ this lonimunitv coah- 
tmr will widen the base ot Mippoil toi 
school-a^e child eaie seiTiees iiom a teu 
inteiested indniduiils to the larger com- 
munity 

Methods contacting individuals and 
^roup.s and brin^in^^ them tojiether will 
var\' from commnnitv to cominunitv In 



;^eneral, the process may be as simple as 
reaehm;5 out to personal acquaintances 
and t(» groups with which there are already 
established contacts It ls important to 
k n o w t h e CO m m u n 1 1 \' "s ^( )\'e r n m e n ta Ls t ru c- 
tur" and to I'ollow the proper channels in 
cnntactinj^ key person,s Schools, formal 
orj^ani/.itions. and government officials 
should be con t acred, prelerably by the 
planning ^roup rather than an individual 
Throughout this process, it is important 
to remain po.sitivr jnd peisistent. 

The f( >ll( )\\ inj^ groups and ( )r^aniza' 'ons 
should be contacted for their support and 
participat'on in planning a ; cho(»l-a^e child 
ca?e program 

• Parents - }\trents experiencing' the 
need toi iuld care otten take the 
mitiativc and provide leader.smp in 
plannin;^a program designed to meet 
then specitR needs 

• .S'7?om/.s - C oopevition Iromsihonj.s 
1^ essential in linking the develop- 
ment ot school-a^e ch'ld care pro- 
^lams to the school dav Schools 
can provide actual sites torprojiiams 
When programs are located mother 
sites, school involvement is needed 
in arran^in^ transportation. There- 
to] c ;l is important to appioach local 
scho( \ boaids. sehool administratois. 
cUid PTAs m planning a program 

• Vicmies Seinuii Chikbcn ami 
)o/^///-Rcprescntatives ot \outh .ser- 
\ke a^eiKies W ^. \ WC \. \MCA. 
I)i >ys Club, and (iiiTs Clubhand ehild 
Ctire pro^iams pojvide an under- 

mdin^ ot vouth and their needs, 
and often have available staff re- 
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SOI* "CCS. space, and program exper- 
tise, which can he contnifUteJ to 
program planning Anotliei advcin- 
ta^eot includin^such ^^roups i.slliat 
it boften [^>ssible toexpand existhi^ 
\()uth o.'dav care pruj^rum> rathu* 
than develop a new pio^rain 

• Ciric Cr<n4ps unci C(mwiimtif 
lxado\s • Individuals and comnui- 
nitv i^roups can provide volunteers 
and support sen ice.s Representa- 
tives fn m local depailmenLs ( )\ socia' 
services, youth bureaus, and other 
government officials should he in- 
cluded tor their knowledge of com- 
munity .sen* ice.s and as a potential 
source of support and tunds tor 
programs. In addition, in^Jior fund- 
ing a^^encies such as the I'nited U'ay 
can provide valuable suppoiL spe- 
cific f*in:«ncial information, and link- 
ages to resources 



pioUiam activities U jrchikiien. and creating 
a poMtive program environment 

'iuo examples ot nnssion statements 
selected troin model school-a^c diild (.are 
pr'>oram> in New Voik State follow 

The ^oal of CLASP (Childrens Living 
Atter-School lYo^rain) is to become pai1 
ot each childs extended tamiK and to 
provide an atter-.school experience that 
provides children with the oppotlunitv 
to make indnidual choices, to develop 
their creativityand to receive individual 
care and understanding b\ concerned, 
tunned and nuturumadults Clas.sroom 
en\ironmentsare planned to offer a wide 
\arietv of activities in which childien 
make apnropriate independent choKcs 
(Children slaving After School Pro;>raPi 
(Ireat Neck, New ^otk) 

The Harbor After School Program pn>- 
vides an innovative and unique upproa(.li 



Who Should Take Responsibil- 
ity for Planning? 

As mte/est m school-age child care g>'o\vs, 
a steerinj5 committee ,should be formed 
from the l(K)se coalition of interested people 
The steeriri;^ committee should take re- 
sponsibility for overseen^ ihe process 
rt;quired to plan and iinnlement a pn )^ram 

How Do You Document the Need 
for a Program? 

One iA the first tasks of the steering 
committee is to gather information esti- 
mating the need for school-age child care 
programs and serx'ices in the community. 
Because of the importance of this task, a 
separate technical assistance laper is 
de\'( )t e d to t h e va r 1 < ) us m e t h o d s o f CO n d u c t - 
inga needs assessment. The actual plan- 
ningofa program should begin when gaps 
between exist ingser\'ices and unmet needs 
have been documented, and specific needs 
of parents and children have been identi- 
fied 

What Is the Mission of the 
Program? 

After a decision has bee,i made to 
establish a program, the first step in pro- 
' ram planning is to def'ne the program's 
mission. The mission of a j)n)^ramcle<irly 
defines Its broad purpose and sets forth a 
framework for more specific goals and 
objectives Further, the mission outlines 
the general philosophy of the program 
which will guide the steering committee 
in carrying out the tasks necessar\' for 
program development. The mission also 
provides a framework for hiring staff, 
detenu ining program eligibilitv, choosing 
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to day eire ser\'ices after school for 
children ages 6 - 14 Our mission is to 
support children in becoming compe- 
tent learners through the development 
ot learning patterns and habits which 
challenge iheir thinking process This 
includes providin^^ a wide choice of 
activities 'Old hands-on experiences 
which encourage them to explore, expe- 
rience, touch and askquestions that will 
broaden thcr knowledge while devel- 
oping self-esteem through open dial(»gue 
with peers and adult staff (Harbor After- 
School Center. 12:^1) Fifth Avenue, at 
l()4th Street, New York City ) 

A mission statement should W adapted 
t(» individual programs and should reflect 
program goals and the types oi activities 
that children wi'l experience 

Who Should Operate a School- 
Age Child Care Program? 

There are two general approaches to 
establkshm^ a school-age child care pio- 
gram. choose an existing organization 
to operate the pnjgtam or create a new 
rntity 

• ChiHisc an Existiuq \t/c7icu Kxisting 
youth ser\'ing agencies (eg. VWCA. 
VMCA, BoysXIub, Cirls" Club, dav eare 
centers, community centers, and school 
districts) may he able to expand then- 
operations to include school-age chikl 
care. Much time and effort will he saved 
If an existing agenev is able to piovide 
the desired ser\'ice Some of the po- 
tential benefits include stabilitv, fman- 
cial viability, and administKjtive, clerical, 
and program support, flowever. 't i.s 
I m po rt tm t to ca re f L ' H' a s ses.s a n e x i s 1 1 n g 
agency regarding both the financial and 
programmatic feasibility of expanding 



its seniles Kurthei. the pn ►gram's phi- 
losopln must he L(Uiipatihle with the 
mission <'f a school-age (.hi Id caie pro- 
Urani as de lined hv the steering coni- 
inittee 

• Cn\i(c u ( )rQanizati(ni It no 
existinj^a^enu (.an piovide the desired 
sen ICC. a new organization must be 
toinied A practical (.()nsideration in 
dcCidinj^ to (.leate a new organization 
Is that the (. I eat ion i ^\ a new agency is a 
time (.onsuminu and (.oni plicated pro- 
cess nnolvingmany legal .steps and pro- 
cedures An attorn e\ can lacihtat** the 
work of the steering committee in meet- 
ing the tollowinvi legal reguirenients' 

1 Ineo/poration of the oiganization; 

2 l)evelopmen. ot h\laws. and 

\\ Aj. plication for tax exempt statu.s. 

An essential task in creating a new orga- 
nization IS the formation of a board of 
direct(M',s The board of directors is the 
governing bodv of the new organization 
It i,s responsible for operating a program 
which 1 .s e f f ect i \'e a n d f*i sc a 1 1 \" so u n d As 
such, the .selection of the board members 
IS essential to the t unction I^g of an orga- 
nization, and members .should be chosen 
for their skills, evpeili.se. willingness to 
Wijrk. and ability to promote the program. 

What Administrative Tasks Need 
to Be Addressed? 

Whether an existing agency is chosen 
as a sponsor or a new ageiiey i.s created, 
se\eral administrative tasks are involved 
in developing a new pn)grani The fol- 
lowing admini\trative tasks are described 
in sequence, hut the order of tasks mav be 
^idapted to meet individual needs of pro- 
gtams 

I h\pl<,rc Source^ o/ Start- 1 /> Funds. 
Start-up funds are often needed for 
the initial expenses ir.volved in im- 
plementing a new piogram such as 
phinning. equipment, rent, and staff. 
In New York State in U)(S4, a new 
program was initiated which pnjvides 
sta)1-up tunds for school-age child care. 

The State Department of Soeial Sen'ices 
selects ptograms to receive grant uwards 
in coniunction with the Council nn 
Children and Kainilies, the State Kdu- 
eation Department, the Division for 
Youth, and the ^)ivision of Criminal 
Justice SetTRcs Vox in formation on 
how to apply tor these funds, call the 
State Depailment of So(.ial SetTices at 

(Soo):u2-:i7i:), Kxt wwi 

( )t h er p( )ssi hie m )U rces ( it st art-' ip f u nd i n g 
nulude I inted U ay venture or develop- 



mental j^rants. vouth huKMu.s. tounda 
tions. CIVIC groups, and kind raising 
efforts 

2. Explore Sf)un cs of( )pcrotumal l-unds 
The mcKst c()rim<Mi .source ot funding 
for program operation is parent tees If 
a program cannot he .sustjineu on p.ir- 
ent tees, other sources ot opi rational 
funds will need to he ohtained The 
availahihtyof fundingoptions\ar\*trom 
one community to another hi general, 
many sources are limited hv the a\ail- 
ahilityo; fundingandeligihilit\ criteria 

I \ )ss 1 h le so u rces of o pcra t K ) n ii 1 1 u nd ni;> 
include: puhlic fund,s (eg. Title \X. 
Title I\"A State DavCare fundinglawnl- 
ahle for licensed child care through the 
local department of>ocia! seiMces. nui- 
nicipal or Lountv funds, Tnited Wav. 
h)cal CIVIC and philanthropic organiza- 
tions, and countv youth hureau,s 

3, Prepare an Operating Bm!<}et The 
operatinghudget estahhshesthe param- 
eters within which the program will 
provide service, determines the afford- 
ability and accessibility of the program 
to families, and defines the amount ot 
money to he spent on items such as 
stafting. benefits, equipment, and sup- 
plies. The budget should contain annual 
estimated expenses and anticipated rev- 
enue. The board of directors must 
approve the budget, balancing itemized 
expenses with income. 

4 Establish Pareni Fees. Th e b< )iird n cec I s 
to establish parent tees with aUention 
both to the amount ot income needed to 
meet e\pen,ses and to the at'fordahilit\ 
of such fees to parents There are two 
basic types of fee structures Flat tee 
scales are those in which e\er\'one is 
charged the same fee while sliding I'ee 
stales are tho,se in which difterent rates 
are charged dep*. ndingr>n the ahilitv of 
parents to pay. 

A sliding fee .scale, while s( )mewhat m< >re 
difficult to manage than a flat *je. is 
recommended so that tamilies who can- 
not afford the full fee can access the 
program. Sources of funds to subsidize 
Sliding fee scales or ,scholarships may 
include special fund»'a using projects, 
public funds, or the parent tee schedule 
Itself. 

5- Ensure That Licensing Requiremeni', 
and Regulations . \re ,uet In all areas 
of New York State except New > rk C i ty. 
any program providing child care for 
more than three hours nust meet licens- 
mg standards as uefined by State Social 
Services Law. Outside of New Yoik 
City> regional offices of the New Yoik 
State Department of Social Services are 
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responsible tor liceiiMrg pro^i aPN \ 
list (►f these regional of Ikes is ittaihed 
In New ^orkCltv. scho(>hage Jiild care 
piogianis are Ikcnsed h tlie\ew ^()rk 
Citv Health Depaunient undei V'ai 
Round AilLi >LiHM)i and \ouih Center 
Regulations Korthe addressand tele- 
ph(Hie numhei ot this otliLi. retei to 
the attached list ot luensin^ resources 

h \iquire In sunn r e Km . !iahilit\, and 
program vehicle uAeui^c sh.ould W 
anjuired and is otteii leguired Such 
insuraPLe provides proteitKm tor the 
program. staft. and ihildren \cquirinM 
liabihtv insurance has become a major 
problem tor school-age child lare pro- 
grains as the cost ot such coveuige 
imreasL's 

Those programs that do not iui\e a li- 
i.ense because the; (jperate tor three 
hours or less t'ace a s.^eiial "''oblem in 
many cases, insurance companies are 
cancelling the liability coverage for these 
programs and refusing to write new 
policies A number of New ^ork State 
agencies, child care groups, and a com- 
misSH»n established by the Clover nor a re 
working to resolve this pn*blem 

7 Hire an Admnustrotor ThiS person 
should implement the pntgram. manage 
the budget, establish program manage- 
ment sy.stems, recruit and supeu'ise the 
staff and oversee the program content 

S Develop Personnel Pom les and W rite 
Spec itk Job Desmptions These policies 
should address work hours, vacation, sick 
t ime. ( )ther benetlts, pn )Cedures f< »r hiri ng 
and n'rmg. probation, grievance proce- 
dures, and an affirmative action plan 
,)( >b descri pt i( )ns sh< mid defi ne tas ks asS( - 
ciated with each position and qualifi- 
cations including education and ex- 
perience l)i.scu,ssion with program direi- 
tors and or hoard members ot exLstm^ 
age school-chila (.are programs can 
simpht'v this ta.sk. 

9 Desiqn Rec onlkeepnic/ Si/ste?ns A pn »- 
gram needs to have recordkeeping sys- 
t em s t '( ) r hot h 1 1 na n L la I a I id p n )gra m m a n - 
agement A financial management sys- 
tem shou' J include records of the collec- 
tion ot parent tees, the receipt of funds, 
approval tor expenditures, a nd a .svstem 
for reporting expenditures and income 
(o the board A program management 
.sy.stem should include records tor atten- 
dance, mdividual medical int(>rmation, 
accidents, program activities, .staff eval- 
uations, and field trips These .sv-»ems 
are necessar\ t(> provide aicountahihtv 
to the h(i.»rd and (Kvrsight agencies 

10- Hire Proqraw Staff The selection and 
hiring of competent and qualified staff 
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Is essen' lal to the fuiktM-ning of a pro- 
.tram rtit- board 'A direitors orpro^iam 
adniini^trat')r sho'ild hire qualitx s,. tf 
Lonsistent witli the philosophv of the 
p 'omam personnel polkies, and loHde- 
scriptions In New ^ ork Cit\. require- 
nients t< ►r staff quahfiiations as promul- 
gated b\ the New ^orkCltv Health De- 
partment must be met. and in the re- 
mainderof the state licensing legulations 
tor promc.ns operating for more than 
till ee houis icquire that minimum stafl 
qualifications for education and ex- 
perience be met The Child Abuse 
Prevention Act ot I^S,! includes require- 
ments for backj^round checks of staff 
hiied Ui work m luenijd child care 
centers 

What Program Tasks Need to Be 
Accomplisbpd? 

In implementing child care services for 
school -age children, there are several 
program tasks which need to be addressed. 
The tbilowmg (.rder of tasks is suggested 
but it can be altered to meet the needs of 
individual communities. 

1 Contact Model I yoqrams Wsit exi,stmg 
sehool-agechild care -^rogramsand meet 
w 1 1 1 1 sta f f and boa rd me m ne rs ( t h ese 
programs where possible Such visits 
will provide an opportumrvto learn from 
the experiences and knowledgeof those 
who are alreadv operatmg successful 
programs. 

2 Secure / ^roq ^aw Space 1 1 isi m po rta n t 
to acquire program space tha^ provides 
adequate mdoorand outdoor areas for 
quality programming, and that complies 
with local regulations for health, fire, 
safety, and zcmmg. Those programs 
operatingfor more than three hours will 
need t( ) meet state standards for licensing. 
iVograms should be located in clo.se prox- 
imitv to schools, or the program will 
need to provide or make arrangements 
for transportation Kxistmg community 
facilities which often meet the abo\e 
conditions include schools, churches, 
and youth agencies 

'A Detcnnm'' the Sc heditle ofOperatum 
["se information gathered in the need.> 
assessment todefme program hours and 
davs of operation to meet the needs ot 
working parents Importan* decisions 
will include whether to open the program 
het(*re school, how l;'te to remain open 
after school, and whether to operate 
during the summer and other school 
vacation periods 

4 Define Eliqthiliti/ Criteiia for the En- 
rollment of Chihhen Such criteria 
.>hou'd add»vss who is eligible tor care 



(incluJinj^ aj^cs of liiikhvn) .md pn- 
oriticstorJistributin^a limited numlK*r 
of slots 

5. Design Praytdm Cautcnt Pro^nims 
iK'sigiu'd f<)rschno|-j.)j5c child! en ^HnijlJ 
be tlcxiblc and provide a^e-approprute. 
diverse, enriehinj?. and expeiiential 
activities Parents and children should 
be involved in desij^nin^ the program 
and Its activities. 

(\ Recruit Children and Puhluizc I'ro- 
gram l^roj^rams seldom open at lull 
capacit>': t>*piaill\\ tour to twKv months 
are needed tobrinjlenrollment touipa- 
city September IS the optimum month 
for a proj^ram to open, because it co- 
incides with the school calendar and 
parent effott^ to make child ca»'ean-an^e- 
ment^. Recruitment of children slnuikl 
occur months befoie opening A tor- 
mal pi:)ccss '>hould be developed lor 
rccruitinj^, enrolling, and orienting 
children and families into the program 

Publicit>'announcin^theopenm^ofthe 
program can be helpfui in notifying par- 
ents and recruiting children, T^^e pro- 
gram can be publicized through tree 
medi t adveilise mentis on television and 
radio. Fliers announcing the program 
should be pas,sed out at schools and PTA 
meetings, and postersshould hedisplayed 
in strategic I'/cations. Newspaper ad^ er- 
tising IS al,so advisabli where funds 
permit. 

Individuals involved ui planning pro- 
grams should contact knowledgeable peonk' 
who have already established programs to 
learn from their experiences. For a list of 
avail: ble technical assistance papers and 
the name of programs and resource people 
in your area, please contact the School- 
Age Child Care Proiect at the New York 
State Council on Children and Families. 
Mayor Kra,stus Corning 2nd Tower, 2Sth 
Floor. Empire State Plaza, Albanv, New 
York 1222,3. (,518) 474-6LH-'5. 

Listed below are several resources and lef- 
erences that may piovide additional and 
helpful infoimatioii on the topic of devel- 
oping a school-age child care pn^gram 

itaden. K.. denser. L.: Levine, J e^vSelig,son, 
M (1982). Schoid-Aiic Child Care An 
Actum yhmual. Boston, Auburn 
House Pubiishin;4 Company 



llendon K ,(Iiace. J . Adams. I) tV^Stuipp. 
A [\^ul) The \tier Schii(d Daij Can 
Handhiuik Unit' ta Start an \fte? 
Sihn(d ProQiani for S( honl- h/e i hd- 
dren Madison. U iscousin C(nninuni- 
ty Cooidinated Child Can' 

LipMt/. I c\: Lelstein. L (^>S:i} diiH-hini 
rnk/nnns tor !\irhj Uhlesc l7//s 
Chapel llill I nivei'Mtv of Nnrth 
Carolina 

Neu^ebauer. Ho^er iKd ) (1^80) SJioot 
\ge Dav Caie Clettin,^, It Oil the 
Croundll^'print lOl) Child Core hifor- 
iniuiofi Kxchanae 

New ^'ork Sttjte Depailmenl (^f Social Ser- 
vices(l980) Daij Care Licen^imj Reqn- 
latiojv. (Publication \'bany. 
New ^'ork 

New ^'ork State I )epartment ol Social Ser- 
vices Daij Care Centers (^uestHms 
and \n>u\'rs\ hifonnotKm for Croups 
and Indiriduals Interested in Orqaniz- 
lUQ a Daif Care Center \lbanv New 
\oxk 

Texas Department of Muman R-jsources 
(1^*77) School Age Day Care, DaijCare 
Un School- U/ers. Au,stin, Texas, 

Daycare 
Licensing Offices 

For Allegany. Cattaraugus, Chautauc|ua. 
F r 1 e , C le n esee , N i a ga ra , Orleans, and 
Wyoming Counties 

Contact: 

New York State Department SocKti 

Sendees 
l^ulfalo RegionalOt'fice 
8:^8 Klhcott Square Building 
Buffalo, Neu York 1420:^ 
Telephone (7I(S) 8i7-?jl4,T 

hor Chemung. Livingston, Monnjc. 
( )ntari( ), Sr^huyler. Seneca, Steuben \\ avne 
and Yates Counties 

Contact: 

New ^'ork State Department ot S(kial 

Serx'ices 
Rochester Regional ( )ttice 
2,"^^) Monroe Avenue 
Rochester, New ^ork I iiiO/ 
Telephone! 7 l(^)2:^8-SIM I 



Im)1 liidtMiK'. Cauvga. Chei»ango, 
Cortland, llerkiiiK i. .ie Person Lewis, 
^liJison )neid,i. ( )nondagt\ ( )swego, St 
Lawren^.^. Tioga md Tomphns Counties 

Contact: 

New ^ork State Department (»t Soual 

SeiTkes 
S\racuse Regional ( )ttiLe 
,]7-\ \ South Wanen Street, Room 204 
Syracuse. New York i:5202 
1eleph..ne 428-:r2:i'*i 

ForA.baiiv, Clinton. Columbia, Delaware, 
Lssex Franklin, Fulion.Cireen4\ Hamilton, 
M( Mitg( »Tien , ( )tseg( », Rens,selaer, Saratoga, 
SihiMH :tadv. Schoharie, U\,.ren and 
Washington Counties 

Contact: 

New Yoik State Department ol Social 
Sen'iies 

Lastern Regional ( )tlice 
:VM) Broadwav 
Albanv, New York I224:i 
Telephone Toll Ftee (8(H)) :U2'37L'S. 
Kxtension A[V2-27i\] 

Foi I )utchess. Nas,sau. i )range, Putnam. 
Suftolk, Sullivan, Lister and Westchester 
C(»unties 

Contact: 

New York State Department ot Social 

Sen'ices 
Metropolitan Regional Oftice 
80 Ma. den Lane - Fitth Floor 
New Vork. New York 100:^8 
Telephone {2I2)8()4-I IV)8 

For New York City, contact: 

New ^'ork City 

Depailment of Health 

Division of Day Caiv 

{\-\ Worth Street, 4th Floor - l^oom 4.12 

New York, New York 1001 :^ 

Telephone (2 1 2) :?:ru78i:] 



Local child care councLs often provid*,' 
teilmiLal assistance to programs attempt- 
ing to meet hcen'-ing lequirements. For 
information on ihild lare councils in your 
area, contact the following 

New ^ ork State 

diild Care Coordinating Council 
l(i DelaWttre Avenue 
2nd Floor 

.Albany, New York I l,Vi() 
Telephone (."SIS) 4(i?)-<Sh(S:? 
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Assessment for 
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Thfouijhoiit ^t7/ )ntk Stah'. ^^utiununt 
( Ihn.QCy iuc (H ( urrinu m tauulii liic In }\n- 
tu'iihit I *U7i'/N an itii fi'usimi nmubct at u<»knhi 
fhitcfUs with sihnnl-iiijc ihilihi.'t} atiil iin in- 
ifi'iisiuij numhct of sujqL' piifvtits (hh ot t/w 
(f>/iv'(///i'//( i's (/( ( ompauiimii thcsi^ < Innhjcs is 
the hnqc uumhct nfihihltcn in JiLwhtt s( h<K>l- 
aac I hild i '/'i* irhm s< hnnl /s not m si' .s/r^;/ 

It /av; { ////(/ ( t'/i' f(tt s( hxd'iuic i ,iiLhcu is 
uthiunhihL' /){//i7//n irfiitmust uarh iitdoti ,\I 
to IcaiY thiif I hihhcu inhitti^'udcd It is c^ti- 
nhitcd that K'ti/iYu InuiUHi - Kunuin sm h 
(hih!ti\i lu \cir )()tk statL ufv Ufisujvt' is^ il 
lot NiV i7'i// hours // (/(/// 

IfifL'sponst' t<f this pftihicni thi Stiftcot \ci( 
)ntkhiis iifhu'ftiikai (I niiwK r ot niithitiu's u. 
cm imnhfc the dctvh^pmcutat si hiutl-aqc i hdd 
iiin' ptoifnmis Dinnuj hfSi the lxu*shitinc 
ann U'd </ htll irhnh oitthmzcd a tuudniU 
proutjt,. to siippnft the stutt iip of ned sih(h>I- 
iiQc i hdd i ate puhinnus 'I his bdl ii its snpied 
bu Cnieniot Cunt.n) m hilii <>t that iu\n 

\s patt of the state efloit the \eii )(>}k 
.s/i//i' ( oiimd on Chddu n and I annhes has 
iOotdmati.d an mtenmeniq proieit. Sihool- 
\ue ihiUl iate m ionium tion itith the l)e- 
partnient at SV,, ud \'trii es l)ii ision tor )(»uth 
ami sV(//i' Ldmotion Depatlment and supported 
/>// the Dirisum of iunumd fu'^tue tines 
Vu puq^ose nf this profect is to assi J i omniu- 
nitics m starting andt^/h'tatuh/ s( lio<d-aaei 'udd 
lare pon/niufs 

Plannina and miph'tnentnuf a aeir st hoi>l- 
aqe thild I are pmanini nmdies a s^'jics of 
( omplcx tasks Resaun es and infonnatnm 'lu 
i^ftcn needed 'o fai ilitate, supptnt. avd punm^ti 
the derehtpment of sm h pnmianis 

The ( oiimil /n derehtpim/ a '^enes of tei h- 
tiicalassistam e paper s to address thi' needs of 
anivniintfiesestabhslumj sihool-aqei hildi ate 
ptoijninis These paper ''d I SI iiss thenuuot steps 
that should be taken and otter prac tn al smp 
qesti >ti,s on hon to deixdop qiuditij pr<Hjtatns 
Eaih paper provides a beqiiinrnq point for nidi- 
viduals and ior.,niiinitij aroups plannimi nen 
programs 

ERLC 



S<. li( )( A-d'^e ch lid caiv pn »^ram s pn jvicI^.' 
child t.aa ck'mciUanMnd middle >t.h(M>l 
^hildivn iin^i {\\e himrs uiicn paivnN 
Me sit work and sch(i(>! is not i.s st.*sM<»n 
'1 his tct.hnn.tjl asMsttinct.' ptipci will outline 
scvci'til tippioat^hcs to» conducting a needs 
tisscsMiK'nt Kach tipprotkh has its ad- 
vantages and disadvantages, and hv it>elt 
nia\ not p»(>vide ti complete assessment ot' 
t.nmnninit\ need Therefore, where pos- 
sible, those planning a pio^ram sh(Hjld 
t.onsider usin^ mou' than one method, in 
< )rde» t( ) ( ihuiin a c< unpreheiisn e and tueu- 
Kite determination (if need 

What Is a Needs Assessment? 

A needs assessment for st^hool-a^i. child 
care is a planninu .»cti\itv designed to 
determine the child care needs ofchildien 
attending kinder^aiten through ci^^hth 
^rade during nofist^honl hours and to assess 
thr extent to which existing pi j^ranismcet 
the .e needs A needs tis.scssment should 
pio\ ide answers to these hasic questions 

1 To what extent i> there a need to» a 
school-aue child t.a»e pro^rani^ 

1 What existiHf^ pio^rams and »e- 
sources ale no*; providing seiTices 
to s».hool-a^e L.nldreii^ 

What cne the ^aps hetueen needed 
seiA kes and t.'\istin^ pioK^'^nns' 

Who Should Conduct a Needs 
Assessment? 

As desei ihed in the teLhnkal assistance 
paper. "Developing a S hool-\^e Pro^iam." 
a steei'iij^ committee should he tormed to 
oveisee the pii 'ss needed to plan and 



niiplement a pnf^ram As such, this com- 
mittee should de line the finals ot the needs 
assessment, identity the tvpes ot inf(>rma- 
lion required, and the methods that will 
he used to obtain that inl(Mination 

While the steeling committee should 
oversee the needs assessment, it may want 
to lecruit others to help t.am'(»ut the actual 
woik Several I'^Ctil resoi«ree> could be 
contacted tor assistance One or more of 
the lollouin^ groups mav he willing t(» 
lake responsibility tor some aspet^t ot the 
tisscssment or mav be willing to C(>nduct 
orco-sponsoi the needs assessment 

— Local and le^ional planninm.ouncils 

— ^ oulh bure uis 

— Neighborhood d^sot. lations 

— Ci\'ic ^loups (e ^ League ot Women 
\oteis) 

~ Child (.are t^ouiK ils 

— [ nited Wav 

— [ nneisities and t.olleue,'' 

— Cit\ and (.ountv ^oxeinments 

— Clianihers ot ronimei\e 

— hool disttkts 

— r(inimunit\ action piou»anis 

— lT\s 

What Information Is Already 
Available? 

Heloie pioceet^hn^with a needs assess 
inenl it is miporttUit U) leview available 
documents to see it aiivotlhe inloimalion 
leqiined has been p^eMou collected. In 
some cases, nuich ot tlk .:V irinuaon bemji 
sought mav have been c(*llected bv an 
a^encv. conimunitv seiTice ^roup. or plan- 
ning oi^ani/iition 



It IS also important t ) review commu- 
nity plans that identiiV ocal needs and 
priorities, such as the Corisolulotal Scr- 
ncci Plan and the Comprchcnsnv Youth 
Scriicvs /'Ian, which are prepared by and 
arc available at the* local .soiial Mniies 
district and the countv vouth buieaii. 
respectively These documents oiten pro- 
vide statistics and other valuable mtor- 
mation that may be useful 1 1 the pKtnnm^' 



process ["nited Wav. local plannni^ coun- 
cils, and municipal and C(tunt\ plannin;^ 
dep<n1ments should also he contaded toi 
relesant mtormatmn 

How Can Information Be 
Collected? 

There aie nuin\ diHcrcnt met!i(>ds oi 
collecting inloimat. )n lot a needs a-si'ss- 



nient Kelcsant intormation can be 
^atliLied lOMii asailable data, kev int(»r- 
mants. coninuinits totun^ and patent 
sunc\s Lachot these met hod.sis disc ussed. 
basiL steps are noted, and the advantages 
and disad\anla;>es(»| uach are noted t'sinj^ 
moie than one method will j^rovide in- 
l<»rmation troni ditlerent sources and may 
enliaiiLC the aicurtiiy o( the needs asse.ss- 
niLiit 



Use of 
Available Data 

In addition to inlbrmation obtained 
from local community and planmn^ 
aj^encies, data indicating need are often 
available. The use ot'available data involves 
the collectK^n of descriptive data from 
published resources Descriptnvdata, such 
as the number of working parents with 
children ages 5-14, and the number ol 
children ages 3-14, can provide general 
indicators of the need for school age child 
care The steps involved in the use of 
available data approach are 

1 Det'ine the types of intormntion 
needed and identity mdicator> of 
need 

2. Identify pu bl ish ed .m )urces of i n f( >r- 
mation. 

3. Compile the data into a general 
profile oi'communitx' need and target 
the population of greatest need 

General demogn^ohic data are available 
by geographic area including Standard 
Metropolitan Statistical Areas, census tracts, 
counties, and other minor civit subdivi- 
sions through the cun-ent edition of the 
L \S CensiL\ of Population and Hoiisincj 



The following t\pes ot lelevaiit niloniia- 
tion are a\ailable' 

- Number ot children under 18. 

- Numbei ot children bv age gioup. 

- Numberot single parent.s with children 
under 18. 

- Number of single parent.s in the work- 
force (male and female). 

- Numberof married women in the work- 
ton e. and 

- Income characteristics 

Census and related mf'omiation isa\ail- 
able at public libraries and from the New 
Vork State Departmentot Commerce, State 
Data Center at the ♦ollowmg address 

Department of Com mi nc 
One Commerce i^laza 
Albanv. New\ork 12243 
Tel (318)474-75:52 



The tollowingi'duuitional data(e g .en- 
lollment information) are a\ailablc from 
the State Kduiation Department 

- Total dhstrict eniollment. 

- luirollment hv school, and 
~ SlIiooI eiH'ollment by grade 

This information tan be obtained by 
writing to the following address 

Information Centei on Kduuition 
Kooni :583 t^BA 
Albany New York I22!]4 
Telephone |318) 474-8716 

The local sihool district can al.so be 
contacted to lequest rek'vanl data. 



Advantages and Disadvantages of 
the Use of Available Data 


ADVAVTACES 

• Data are readily accessible 

• Low cost 

O Provides loundation 
to build other as.sessment> 


DISADVANTAGES 

• Data provides indirect 
measure of need tor child care 

• No information collected 
from potential consumers 



Key Inf oimant 
Approach 

The key informant approach is based 
on gathering information from those people 
in the community who are in a position to 
know the service patterns and the needs of 
the community. Knowledgeable individ- 
uals should be contacted from local )v- 
emment, public schools (e.g.. superinten 
dent, teachers, and social workers), parent 
groups (e.g., PTAs), youth agencies, child 
care centers, departments of social ser- 
vices, youth bureaus, and churches. F^ublic 
health nurses, police, and familv court 
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judges can also pn)vide valuable informa- 
tion These community experts should be 
selected on theirabilitv to identif'v existing 
school-age child care scamccs, related after- 
school semces (e.g , recreation programs), 
and the degree to which these scitrcs are 
utilized. 

Thesteps involved in the key informant 
approach are: 

1 . Identify the t\'pe of inft )rmati( )n needed 
This should include factors which attect 
program attendance and utilization, 
such as available program locati(/ns. 
transportation, sliding fee scales, and 
eligibility requirements 
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2 Develop a questionnaire or interview 
instrument that will vicid necessarv' 
information. 

.'). Identifv and select people in the com- 
munitv who can provide the informa- 
tion 

4 father the information. Interviews 
can be conducted by telephone, by 
written questionnaire, or in person. 

[ \uallv, however, key informant surveys 
are conducted in face-to-faeV interviews 
because such inter\'iews enable re- 
spondents U) elaborate more fully, 

5 Analyze the intormation summarizing 
existing school-age child care programs 



Advantages and Disadvantages of 


Key Informant Approach 


ADVANTAGES 


DISADVANTAGES 


• Relatively simple and inex- 


• Based on peiception ot need 


pensive to eairv (uit 


rather than d(UHimented need 


• Allows m^mi JilYerent 


• May not represent an 


indi\iduals with ditYereiit 


accuiate appraisal ot needs 


perspeet'^'es 


m \ • III L I- 

^ Ke\ individuals mav not be 


^ Asummarx' meeting can 


aware of community needs with 


encourage broad discussion 


v\hieh Ihey have no contact 


of need and service's and 


• l^itential bias toward 


j^enerate enthusiasm Un action 


particular proj^rams witl. 




wh informant works or 




Ks kn >w'edj^eable 



and related after school services, their 
utilization, factors affectip;^ utilization, 
and impressions of need. 
6. Set upameetingtnbrinj^tojjetlierkev 
people after the information has been 
analyzed and assemMed io discus> 
fir 'ings and generate solutions 



Community Fonim 

A C(.mm unity forum is a method of 
ass**5sing needs through a series of public 
meetings. Residents are invited to these 
meetings to express their beliefs • :)ut 
neels and services in theircommunity, A 
public forum O'* public hearing is most 
appropriate if thesteenng committee want; 
to use public opi iion to give publicity and 
support to efforts directed at identifvmg 
needs, 

I n ord e r to s t im u 1 ate cv )m m u n 1 ty a ware- 
ness anu to encourage broad community 
participation, it is helpful to seek the 
involvement of community leaders A 
variety of strategies exist to promote the 
participation of community leadership, 
including having he forum sponsored by 
an estabhshed and reputablj agency, or 
having the foru m chaired bv a well-known 
community figure. The steps involved in a 
community forum are: 

K Define the type of information needed 
and design the structure of the forum 
to meet this goal. Identify questions 
and i.ssues to he discu.ssed at the forum. 

2. Set up : ""ovum or a series of forums 
which would be convenient and acces- 
sible to a broad range of people. I.arge 
meetings are . ften not conducive to 
communication and interchange, so a 
seriesofsmall meetings mav be prefer- 
able. 

3v Provide extensive publicity through 
media, newspapers, leatlet.s, posters, 
and sometimes mass maiinig'K in ad- 



dition to personal telephone calls. The 
results of the foium will be more 
credible if it is well attended and rep- 
resentative of the community 

4. F)esignate a specific time limit {e.g., 5 
to 10 minutes) tor each person if the 
forum IS a pubhc heanig. 

5 Develop a specil. : agenda and an asso- 
ciated process if the forum IS conducted 
as an open meeting A planned agenda 



and group prf >ress will ensure the fullest 
participation of people and promote 
an orderly meeting which focuses on 
the issues that need to be addressed, 

6 Summarize information and finalize 
in d report 



Advantages and Disadvantages of 
Community Forum 



ADVANTAGES 

Inexpensive to eonJuct 
Allows citizen ivr- 
ticipation from diverse 
segments of the communitv 
iVovides a mechanism t > 
identify interested citi 
7,ens who will continue 
working {)n the project 
and 1 lentifies potential 
consumers ot the serviee 



DISADVANTAGES 

IVoviJes incomplete per- 
ception of needs due to 
partial representation 
of the community 
May heighten expectations 
ot group or community m 
unrealistic manner 
Provides impiessionistiL 
information which is not 
amenable to systematic 
analysis 

intormation may n(»t be 
accurate or representatue of re. 
needs 

Time consuming to organi/e 
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Su. 'ey Approach 

T'lc sunvy approach refers to data 
collection from a sample or entire pop- 
ulation UMnj^an interview instrument or a 
questionnaire, '^hisapproach isluisedon 
the premise that the needs of families can 
best be assessed by asking them directlv 
A sample parent sunvv is attached and 
may serw as a guideline for comnninitv 
groups. 

It is important to enlist the cooperation 
of oliierorfianizationsand agencies het(ire 
befiinninga survey Schools, in particular, 
can provide jjuidance and support, and 
legitimize the efforts to collect informa- 
tion from parents. The steps involved in 
the sur\'ey approach an*: 

1. Identih' the type ol information needed 
and the popuki^on to be .surwved (eg, 
parents of children aged 5-V\) 

?, Design the questionnaire (Sec sample 
sur\'ey atiached.) 

a. Questionsshould be clearlv stated 
and limited only to those that will 
yield necessary information in 
designing questions, consideration 
of how data will be analyzed and 
U'*'jd IS important. 

b (Questions may be either open- 
ended, for which the respf)nse is 
not restricted *:r tl\ed alternative, 
for wh ich an answer is chose , n )m 
a limited number of choices. Fixed 
alternative questions are easiet to 
categorize and analyze, but do not 
permit as complete a re,;ponse as 
open-ended questions, in devel- 
oping fixed alternative questions, 
choices should be clear and include 
all possibilities with no overlap of 
answers An "other" category with 
spate to write specific responses 
may provide additional useful in- 
formation 

c Specific questions must be included 
to distinguish among those par- 
ents who have general interest, 
those who have particular needs, 
a nd t h ( )se wh o are expressl y willing 
to use and pay for the sciVice. 

3, Se'ect the sample. 

The most accurate method is to ask 
every individual in the defined pr)p- 
ulation. For school-age child care 
programs, this would involve a sur\ey 
of all parents of school-age children 
Such an approach may not be feasihle 
given limited resources. 

If you cannot sun'ey every family in a 
defined geographic area, then it would 

ERLC 



be necc' saiT to select a U'pieseiitative 
.sample Selection ol a sjihpk' that 
accurately represents the t(tta! pop- 
ulation IS a most impoiiant and dil- 
ncult task.-.nd may require consultation 
.M)meone v;ho has e\pcrti>L in 
research methods Such peiso:> uui 
often be found at comnninit\ colleges 
or universities 

A common strategy is to Oirect a pai- 
ent sunvy to the Parents o^ lUst one 
elementaiy school ilowe\ei. needs 
ftoin one school do not necessiinlv 
geneialbe toall schools in thedistnct 

4 Conduct the suiTe\ 

a Determine the method of survev 
administration Ki.sed on available 
resources and the quantity and 
quality r)f re.spon.ses desired The 
various methods of sunvv admin- 
istration are described below. 

- i\' son-to-per.son inteniews 
ha\e a high response late and 
pioxidean opp(jrtunity forelar- 
ific:ti Miofquestionsand f..ller 
responses This method is ex- 
pen >ive and tvpically is based 
on a sm iller sample Further, 
it tends to be labor intensive, 
and in areas with many non- 
i'jiglish speaking families, bi- 
lingual inteiTiewers will be 
required 

- Tell phone interviews are rel- 
atively inexpensive bnt require 
a coordinated group of volun- 
teers orsttiff The response rate 
IS high but may have an inherent 
bias For example, it would be 
impossible to contact low in- 
come families who do not have 
telephones in their homes live- 
ning calls will be neccs.sary to 
reach workingparents As with 
face-to-face inter\'iews, bilingual 
inter\'iewers would be necessaiy 
in areas of non-Knglish speak- 
ing families 

- Mail-out questionnaires aie 
among the most efficient meth- 
ods of surwyin^ families W ith 
relatively little labor, it is pos- 
sible to reach a large number 
of peo[)lc. However, the le- 
sponse rate tends to be low and 
mailing costs may be expensive 
The response rate can be in- 
cieased by enclosing a seif- 
addressed envelope, by follow- 
up calls to respondents, or bv 
sending postcards to remind 
them to return questionnaires 



" (Questionnaires handed to 
Jiiluien in seho(>ls i.s a rela- 
tiveh inexpe'isive ».iethod and 
IS the iiK )st e( )mm( ui mechanism 
U"^c I in assessing the need lor 
sp» uix sJiool-cij^e pnjgrams. 
I k .\;ever. the whn n rate is often 
depenJi'nt on the inteiest lev! ! 
ot the piincipal and teachers. 

J the reliabilitv of children 
in givingquestionnaires to par- 
ents 

b Vn .ide extensive publicity prior 
to distributing a questionnaire or 
setting up inteiTiews. Paient.sare 
more likely to respond to a surwy 
If they have heard about it pre- 
viously and it appears credible. 

A co\er letter explaining the pur 
pose of the study, who to contact 
with question.s, and signed by a 
prominent cit'zen. school official, 
or community leader should ac- 
company the surwy The letter 
should clearly indicate that a pro- 
gram IS not presentiv operating 
and that the information being 
gathered will be u.sed to plan a 
pn)gram, only if there is an appar- 
ent need A form .should be at- 
tached to the cover letter for par- 
ents to indicate their interest in 
planning the program or for re- 
ceiving information in the future 
Such a form should be separate 
fn)m the surwy and should request 
the parent's name, address, and 
telephone number 

.'i \nalvze the data 

This IS prima nly a process of computing 
results which will determine to what 
extent there is a need \uv school -age 
child care. The most basic form of 
data analvsis is simple counting of the 
responses to each questi n. The least 
technical way to prepare data for anal- 
vsis IS the use (jf tally sheets which are 
set up .so that each question is listed 
with alternafive responses l^ach ques- 
tion IS maiuially tallied and the totals 
summed Open-ended questions will 
have to be categorized and coded before 
tabulating results, 

II more sophisticated dataanalv.sesare 
required, then it mav entail the use of 
a computer A computer makes it rel- 
atively ea.sy to carry out computations 
in a more systematic manner. The 
use of a computer will require that 
data be coded and median icallv en- 
tered into the computer .svstem If the 
analysis of data requires complex sta- 



tistical computations, it :nav be ncc- 
essarv to refer to a statistie.s hook or to 
consult with d pn)fessionj| with exper- 
tise in this area. 

f> Summarize and present the findings 
to the conimunitv 



Advantages and Disadvantages of 


Survey Approach 


ADVAMAtiES 


DISADVANTAUKS 


• Provides tlie most rehahle 


• hnolves more work and 


and vahd intorniation about 


expense than other metht)ds 


individual needs uiien taie- 


• ! )epends on the eoopera- 


tully desij^ned and eondueted 


tion ol people to supply 


• Provide.s spevitic intormation 


intorniation and return 


lor program development 


questionnaiie 



Summary of Four 
Methods for 
Collection of 
Information 

Four methods have been diseussed 
forasscssing the need for sehool-a^e ehild 
care. Each method ean he used separately 
or in combination with other n-ethods 

e A ^generalized picture ot" coir<nuinitv 
need can be obtained from published 
resources (Use of Available Data) 

• Impressions ot utilization ot existing 
pr( )^ram s an d i m pre ss ion s < )f t h e ^en - 
eral peed f(»r school-age ch ild care ean 
be obtained from service providers and 
kevcommunitv K >'S(Kev hitormant 
Approach). 

e hnprcssions of pro^r. m use and the 
need for child care can be fathered 
from the public at large in open com- 
munit\' meetings (C()mmunit>*F( >nims) 

e vSpecitic information can bej>athered 
directly from parents re^ardin^ their 
current child care needs ( Parent Sur- 
vey). 

It IS recommended that community 
groups make use ot as many different 
methods as possible in an effort to father 
comprehensive information re^^ardingthe 
need for school -age child care. 

How Should the Findings of a 
Needs Assessment Be Used? 

Regardless of the method! s) used, the 
data from different sources should he 
analyzed, interpreted, and presented in a 
summary fashion with recommendations 
to key persons and j^roups in the com- 
munity. The findings should document 
unmet needs. This needs assessment 
should clarify the problems of a commu- 
nity define the population in need, and 



su^^est directions to lollow in creating 
solutions. 

The prol'ile of need will \ar>' from one 
community to another as will the posMble 
solution^:. A community may discoverthat 
theie are unmet needs and underused 
resources This may indicate a need to 
publicize programs, to broaden eli^^ibility 
criteria tor existing programs, or to provide 
transportation serv ices to make programs 
more accessible. Anothercommunity mav 
discover that .services are insufficient to 
meet the needs for school-a^e child care, 
thereby su^j^estin^ that a new program 
should be developed In each case, the 
needs as.sessment is an important mech- 
ani.'^'m for indicatin^an appropriate course 
of action 

.A needs assessment can be an impt)r- 
tant means for broadening support lor a 
program in thecommunitA'and forbrin^in^ 
additional people into the planning proces^. 
The actual documentation of unmet needs 
will answer possible oppo.sition. provide 
data forlundin^ requests. and supply nec- 
essary information tor the program de- 
sign and schedule of operation The 
steering committee v "rseein^ the needs 
assessment should be responsible for the 
implementation of the recommendations 
and should move to»-ward with an actu)n 
plan to meet the child care needs of school- 
a^e children in the community 

Individuals involved in planning pro- 
^nims should contact knowledgeable people 
who have already established programs to 
learn from their experiences For a list ol 
available papers and the name of pro^iams 
and resource people in your area, please 
contact the School-Aj^e Child Care Proiect 
at the New York State Council on Children 
and Families. Mayor Krastu^ Corning 
Tower. 2('^th Floor. Fmpire State Plaza. 
Albany. New York 1 222:i(31 8) 474-fL^9:{ 



Listed below a»e several lesources and 
icferences that may provide additional in- 
formation on the topic of conducting a 



needs assessment lor,school-a^e child care. 

Babbie. K (1979) The Pnictuc of Social 
Ne.scurch, 2v.d Edition Ik'lmont. Cal- 
il'ornia" Wad,^ worth PublKshin^ Com- 
pany. Ine 

Haden. R.. "".enser. A . Ix^vine. J Seli^son. 
M (1982), School-Age ChildCcire: An 
\ction MiWuaL Boston; Auburn 
House Publishing Company. 

Center for Social Research and Develop- 
ment (1974) Amdi/SLs and Synthesis of 
A ccds . \sscssmcnt Research in the Field 
of Human Serrices. I )enver. Colorado. 
Denver Research Institute. University 
of Denver 

Kpstein. I & Tripodi. T. (1977) Research 
Techniques to?- Proqraw Planning, 
Vonitorinq, and PraliMting New York: 
Columbia I nu'ersity Press. 

flar^reaves, \V:AMkisson CiSie^el. L. ^ 
Mclntvre. M (1974) Resource Ma- 
terials tor Conwninity Mental Health 
Program Praluati(ni. Part II Seeds 
\ssessnient and Planning San Fran- 
cisco. Calit'ornia: National Instituteof 
Mental Health. 

Ilendon. K : C 'ace. J .Adams. I). AcStrupp. 
A. ( 1977 ). Ine . Uter School Dag Care 
l-landh(U)k' Hon To Start An Aftei 
School Program for School-Age 
Children. Madison. Wisconsin: Com- 
munity Coordinated Child Care. 

Kim ni el , W ( 197 7 ) Xeeds . \ssessrnent: 
\ Critical Perspective Washington. 
DC: Oftice of Program Systems. De- 
partment of Health. Kducation. and 
Welfare 

Smith. C. (19()2) 1 Simplified Guide to 
Statistics tor Psi/cholocji/ and Educa- 
tnm, 'Avd Fdition New York. New York: 
Holt. Rinehart. and Winston. Inc 

Warheit, C; Hell. R. Schwab. J (1977) 
.\eeds \sse\swent Approaches, Con- 
cepts and Methods Rockrille, Mary- 
land' .\ational Institute of Mental 
Health 



This techfuca! assi'stamc papa is .^>'Pf''^:r^<'d by funds qrautvil to the Coiwals SchonkUjc Child Care Pr<ncct hi} th<' fhnsion ot 
Criminal Justice Services av:l the L nited State.-. Department of Health and Human Serru es 
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Parent Survey 



School-age chila care proj^rams provide child 
care for elementary' and middle school children 
during the hours when parents are at work and 
school is not in session. This parent survey will 
assess the need for school-age child care in our 
school. 

Please fill out one questionnaire foryourchild(ren) 
attending school. 

L How many children do you have in this school 
who need care before or after school? 

2. Would you send your child(ren) to a super- 
vised school-aged child care program if such 
a program was started? 

□ Yes □ Maybe □ No 

If yes or maybe, continae; if no. stop here. 



7. Of the following activities, please check five 
that you feel would be most important for 
your child to participate in. 



n 


opui lo I iiy- 

sical Play 


n 
1 1 


Lcisurt Keau' 
ing & Library 


□ 


Drama 


U 


Activities 


Creative 


□ 


Hdmpwf^rk 




v\ ruing 


□ 


Creative Activ- 


□ 


Tutoring 




ity (e.g.. art) 


□ 


Dance & Move 


□ 


Music 




ment 


□ 


Exploration 


□ 


Free Play 




Activities 


□ 


Construction 
Activity 


□ 

□ 


Field Trips 

Informal 

Socialization 


□ 


Cooking 


□ 


Other 



3. For every child that you would send to a 
school-age child care program, check the 
grade(s). 



□ K 

□ 1 

□ 2 



□ 3 

□ 4 

□ 5 



□ 6 

□ 7 

□ 8 



4. When would care be needed? (Check all that 
apply.) 



□ Before School 

□ After School 

□ School 
Holidays 



□ School Vacations 

□ Summer 

□ Before of After 
Kindergarten 



5. If you need child care oefore school, how 
early would you need it? 

□ 6:30 a.m. □ 7:30 a.m. □ 8:30 a.m. 

□ 7:00 a.m. □ 8:00 a.m. 

6. If you need child care after school, how late 
do you need care? 

□ 4:30 p.m. □ 5:30 p.m. □ 6:30 p.m. 

□ 5:00 p.m. □ 6:00 p.m. 



Do any of your children whom you would 
consider enrolling in a school-age child care 
program have special needs (e.g., visually 
handicapped, hearing impaired, physically 
handicapped)? 



□ Yes 



lease indicate 



□ No 



9. Collection of parent fees will be necessary' to 
provide funds for a school-age program. Please 
indicate the amount you are willing to pay 
weekly per child. 



□ under $15 

□ $15-$19 

□ $20 -$24 

□ $25 -$29 



□ $30 -$34 

□ $35 -$39 

□ $40 -$45 

□ over $45 
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Legal Options for 
Establishing a 

School-Age Child 
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Thnnighnut Ac/r )()rk State \iQnifuant 
changes are on urrnn m tawilij life In par- 
ticular, there is an nu reasniQ number of irorkimi 
parents with st hool-age i hilJren and an in- 
( reasmg number of^mqle parents One at the 
crmseQiiences acamipani^mg these i hanQe*^ /s 
the large number I) f children in needotM hoal- 
age child care when 'school ;s- not ?n sessnm 

When child care for scluKtl-age children ts 
unavailable, parents who nui^t work are ton ed 
to leave thar children unattended It /.s esti- 
mated that between 100 OtH) ^ VMW(M^ siuh 
children m \ew York State are unsupervKed 
for several hours each daij 

In respfmse to this problem, the State (>t \ew 
)ork has undertaken a number of initiatives to 
encouraqe the development nt st hool-aiie child 
core programs IkirinQ BhS4, the LeQislature 
enacted a hill which nut homed a finidinQ 
proQram to support the start-up ot new s-( hool- 
aqe child care programs This bill tvas Mc/ned 
bti Governor Cuomo m hilu ot that ijecr 

\s part (d' the states ettort the \eiv )tA- 
State Conned on Children unl Famdu < luts 
coordinated an mtcrageniij ptofett, Schoa' 
Age Child Can\ tn Cf^njanitum tvith the De- 
partment (dSfu'ia I Services, Dii isjftn for ) outh 
and State Ikim ation Dejnirtment, and supported 
bii the Division ot Criminal liKtue ,Sennes 
The purj^ftse ot this project is to assist torn- 
nuinities //? startimj and operatuu} sthool-aqe 
child i are programs 

Planning and tmplementtmi a new sdu^ol- 
age child care protjn -^i iniudre^ a series ot 
complex tivsks R* t e,s and mtormation are 
ofttn needed to facihtate. siipp(,rt, and promote 
the devehtpmcnt (tf^iu h proQtams 

The Count d /s* developmq a series ot tech- 
nical js'itstafn e papers to addrc^.s the needs ot 
communities establish imi st hool-aqe( hildi ate 
programs Thae papers- disc uss the major steps 
that should he taken and ofte; prat tn al sue/- 
gcstiims (m how to develop Qiiai ti} programs 
Each paper provides a hecjmnnicj point tor 
individuals and community qroups planninc} 
neu^rocjranis 
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Sch(>()l-a^^L' child care programs provide 
ch I Id care U n- clem c ntaty and m iddic sch< x )i 
ciiildrcn during the hours when parents 
are at work and school is not in session. 
This technical assistance paper describes 
the le^al options available to school-a^e 
child care programs in regard to issues of 
incorporation and profit not-for-profit 
status 

This paper will present le^al options for 
programs in other than a home setting 
The New York State Department of Social 
Serx'ices' regulations for fainily day care or 
^roup family dj ; care may apply to care 
provided in the home setting depending 
on the numberofchildren serx'cd. the hours 
(^f operation and the loiatuin of the pro- 

Oneofthe major decisions facin^^roups 
interested in starting a school-a^c child 
cate program relates to the le^al status of 
such a program i.. particular, a ^roup must 
decide from the available options whether 
to incorporate or not, whether to choose 
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profit or not-for-prolit status, and whether 
to affiliate with an existing agency o** 
establish a new one In general, the options 
are 

• affiliation vith an existing aj^ency 

• formation of a not-for-profit agency 

• formation of a I'or-profit corporation 

• establishment of an unincorporated 
structure 

Depending on the nature of the com- 
munity and the persons involved in creating 
the pn )gram. any ot the structutes discussed 
may be possible for a school-a^e child care 
program However, in most cases, school- 
a^e child can- programs are not estab- 
lished to make a profit As such, they 
usually are affiliated with an existing not- 
foi-protit organization orcreated as a new 
not-for-profit corporation It is usfful to 
contact existing school-a^^e child care 
programs and to seek the guidance of a 
lawver in choosing an option besl suited 
to vourspecihc pro^K»m 



AffUiation With an 
Existing Agenqf 

The first (»pti(»n a ^roup mav cIkmksl' is 
to become affiliated with an exbtin^a^eiK 
An existinj^ agency who^e corporate pur- 
Pi)ses. as stated in lt^ :ertificate ot incoi- 
poration. are .sufficientiv broad to include 
child care, may a^ree to add the admin- 
istration ofa.school-a^e child care program 
t( its present functions ()r^ani/ati()ns 
such asMVCA'.s.VMCVs. BoysClubsAiirls 
Clubs, day care centers, schools, or com- 
muni ty ce n t e rs a re o 1 1 c n wi 1 1 1 n ^ t ( > spc j n .sor 
schnol-a^e child care programs Although 
school-a^e child care programs could affil- 
iate with either for profit ')r not-tor-profit 
corporations, thev are typically associated 
with not-for-profit agencies. 



Affiliation With an 


Existing Agency 


ADXANTAGES 


l)ISADV.\NTACES 


• Sponsorship nv an existing I'^encv 


• Thcsihool-age ihild care prognmi 


W'lll eliT'iitite the time, eneigx. 


i"na\ have to niodifv its goals to 


ttllU WOiK III\01\LU Willi IllLOipO- 


reflect theniissKMi or goals of the 


vritint} ;i iii'v^ noi'ticv 




^ \p e\ii)ting agency niav be able to 


• The original grnup interested in 


ottei in-kind support t<' tlu' pro- 


sihool-age child care nitiv no 


gitiiii III Muireu iLSouiies sum iis 


longer be invoked in program 


overhead expen.ses. statt tiaiiiing. 


decisions 


space, iind CLjUipment, and isotten 




capable ol attracting lunds toi (he 




program 




• The benefits of a not-fi>r-profit 




corpo ra 1 1 o n wo u 1 d a 1 re ad \' be p ro- 




vided by an existing not-NH'-prolit 




agency (See advantages ot a not- 




fi)r-profit corporation in the fol- 




lowing section.) 





Formation of 
Not-for-Profit 
Corporations 

The second alternative is to fi)rm a new 
entity and incorporate. Most groups choos- 
inf^ this option incorporate their program 
as a not-fitr-profit corporation A not-fi)r- 
profit corporation is a legal entity ded- 
icated to public service in which no indi- 
vidual member or group can benefit finan- 
ciallv fV( m the program operation There- 
fi)re, any income generated from .such a 
program must be u.sed only tosupport the 
defined purpose of the corporation for such 
e x pe n ses as sa Ian es, su p pi le s. eg u i p m e n t . 
or scholarshipS- 
To establhsh ii not-for-profit con'toration. 
a certificate of incorporation must be filed 
with the New York State Secretan* of State 
A certificate of incorporation defines the 
purpose of the not-for-profit corporation 
and its powers under state law The 
incorporation of a schooi-age child care 
program asa not-for-profit agency involves 
a series of legal steps which are discussed 
in a separate paper 

A not-for-profit corporatK^n is governed 
by a board of directors. While .serving as a 
board mcmberentails substantial respon- 
sibilities, the corporation has a legal exist- 
ence separate from the individual members 
of the board, and the structure of this cor- 
poration provides limited personal liabil- 
ity for these individuals. 



Not-for-Profit Corporations 



ADVANTAGES 

•A not-for-profit corporttion soften 
eligible for government funds 
which may not be available toother 
entities and is more likelv to re- 
ceive charitable contributions than 
other entities 

• Individuals are not liable for fi- 
nancial obligations of the corpo- 
ration except in cases of fraud. 
nii.sLoiiuuLi. or nonpavment of 
withholding taxes 

• I n corpo ra 1 1 o n p I'ov 1 d e s a .s t r uct u re 

and uniform set of rules foropera- 
tion througli the inioiporation cer- 
tificate and the bylaw.s 

• Incorporation provides financial 
credibility for conducting business 
with banks and vendors tind for 
obtaining credit 



DISADVAIVTAGES 

• A significant amount of time and 
energy must be directed to the 
com pi X pn )C e ss o f I n C( ) rp( )ra 1 1 n g 

• Kf'forts mu.st be directed to develop 
relationships with existing com- 
inunitv and funding agencies 
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Fonnation of 

For-Profit 
Corporations 

While most proj^rams that choose to 
incorporate (Jo so as not-for-prolit corpo- 
rations, another posMble optKMi is 1 
incorporate with a lor-prolit status A lor- 
profit corporation is a legal entity composed 
of shareholders. Acertitlcate ot'incorpora- 
tion is prepared and filed with the New 
York State Secretary' ot State. This cer- 
tificate defines theri^htsand dutiesolthe 
corporation under the, state law. The basic 
premise of a profit a)rporation is that the 
pmtltsofthecorporationaredivided anion^^ 
the shareholders 

The structure of the co»poration provides 
a legdl existence separate from individual 
shareholdersand provides limited personal 
liability for these individuals. Sharehold- 
ers can transfer their shares by gift or sale 
without affecting the life of the C( )rp<nxition 



For-Profit Corporations 



AUVANIAGKS 

• hidividuals are not liahle lor ti- 
Hiincial obligations ol tlii' corpo- 
lation except in cases ol Iraud. 
misconduct, or nonpa\ment ot 
withholding tii\es 

• Incoiporation provides a structuic 
and uniform set of rules loi opera- 
tion through the incoiporation ler- 
tificate and the bylaus. 

• hicorporation ptovides tinancial 
iredibility for condui ting business 
with banks and vendors and lor 
obtaining credit 

• Profits gamed tVom program op- 
crat H )n i.an be distri butc« 1 1( ) share- 
hoklcrs 



DISADVAMAGES 

• Such corporations must pa\ taxes 
on piolits and are not eligible ior 
tedcral ta\-e\cmpt status 

• Kilin^ lees lo» inLorporti»,on are 
iTKiie expensive than for not-loi- 
proht corporations 

• For-prolit corporations are less 
likelv to receive char table dona- 
tions and in-kind contributions 
such as donated program spao' 

• For-profit corporations may be 
ineligible fur public I'unds 



Similar to n()t-loi-pn)fit corporations, a 
board of directors is legally responsible 
for the operation of a lor-profit corpora- 
tion The linancial status ol a for-profit 



C(»rporation must be reported quarterly 
and annual tax returns are required by the 
state and ledcral governments 



Establishment of 
Unincorporated 
Structures 

Another f^*ssible option includes a variety 
of unincorporated structures lor sch(H)l- 
age child care programs. Thesestructures 
includea business operated by one person, 
partnership arrangements, and an unin- 
corporated organized group. While these 
structures are easier to form, persons 
operating under unincorporated structures 
are vulnerable to personal liability in fi- 
nancial and legal areas. Each arrange- 
ment will be defined and the i'dvantages 
and disadvantages listed together. 

Sole propnetorship refers to a business 
which is owned by one peTson iNew York 
State General I3usiness Law requires that 
the name ofan organization be registered 
with the clerk of each county in which 
business is conducted This document, 
entitled "The True Name Certificate." 
specifies who is the owner of the business 
in the event any dispute arises such as 
nonpayment of a bill orasuit involvingan 
injury. 

A general partnership refers to two or 
more individuals associated for reasons ( )f 
running a business based on equaliH' for 
each party. In a general partnership, there 
^ .responsibility for all debts ATrue 



Unincorporated Structures 



ADVANTAGES 

• I'mncorporated structures are 
easier to form 

• A minimum of paper work and 
governmental procedures are in- 
volved with unincorporated strue- 
tures 

• Thereare fewdefmed procedures 
and rules Un operation, allowing 
tlexibility and convenience in de- 
cision-making 

• Tax lorms are filled out lo retleet 
individual ineome. simplifying li- 
nancial reporting. 



DISADVANTAGES 

• hidividuais associated vvitn these 
structures are personally liable for 
debts of the program 

• These structures are less likely to 
i^ceive ch.i^'table donations and 
are not elig hie for tax-exempt 
status 

• Certain public fundsare not avail- 
able to such groups and indivi- 
duals 

• An unincorporated strueture is 
less ci edible m letlal or business 
affairs Banks, vendors, and land- 
lords may be less willing to deal 
with or extend credit to an unin- 
corporated structure 



ERIC 



Name Certilicate must be I'lled with the 
county clerk in each county where this 
partnership conducts business. 

A limited partnership involves al least 
one general partner and at least on*' lim- 
ited partner. A limited partner is Kspon- 
sible fordebtsandotherobligationstothe 
extent of the original contribution of assets 
For the general partner in this arrange- 
ment, there is no limit to his or her re- 



sponsibility lor debts. A Limited Partner- 
ship Certificate needs to be filed with the 
county clerk in eajh county where bus- 
iness is conducted 

A defined and written partnership agree- 
ment IS desirable although not legally 
required for b(/th general and limited part- 
nerships This agreement should address 
prol'its and losses, capital contributed, re- 
sponsibility, bookkeeping methods, and 
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the terms of dissolution or transfer of the 
partnership. In a limited partnership, it is 
advisable to draw up a lej^al partnership 
agreement and then till out the Limited 
Partnership Certificate to reflect this 
agreement. 

Unincorporated Association refers to an 
organized group with a common ^oai It is 
not a legal entit>' and has no lej^ai existence 
apart from its members The ^roup is 
required to register its name in eacli count> 
where business is conducted 



For More Information 

Individuals involved in plannin^^ pro- 
^lams should obtain resource niateiials 
and contact knoAled^eable people who 
have already established programs to learn 
from their expeneiKcs For a list of avail- 
able technical assistance papers and the 
names ol programs and resource people 
in your area, please contact the Scho(>l- 
Age Child Care Proiect at the New York 
State Council on Children and Families, 
Mayor Frastus Corning 2nd Tower, 2(Sth 
Floor, Fmpire State Pla/a, Albanv, New 
York 12223. (,'^18)474-629:^ 



Listed below ate se\eral resources that 
mavpro\ide additional intonnationon the 
topu ot appropiiate le^al structures fora 
school-a^e child Ccire pvogiiini 

Haden, K, C.enser, A., Levine. J, and 
^el iM,s( )n, M ( 1 W2 ) S( haok U/c Child 
Care \n Action ManuaL Boston. 
Auburn Hou^^e 

Council of New ^ ork Law Associates \ oL 
u.iteer Lawv'^<s tor the Arts and Com- 
munity Law ()tt'iCL-,s. ( 197S) 7 he \c:v 
York Sot'For-Protit Organisation Man- 
uaL New York Author. 

Kotm, L, Crabtree, R., and Au aan. W. 
( 1 98 1) Lcijal Handbook for Day Care 
Centers Washington, DC US, De- 
partment of Fiealth and Human Services, 



This technical assrtance paper is supported by funds granted to the Council^ School- [c/e Child Core Project hg the 
Dirision of CriminalJustice Services and the I 'nited States Department of Health a,ul Human Services 

The Councils Schofd-. \ge Child Care Project, as well s theprodiu tion of this technical axsistam e paper is under the 
direction of Fred Mescrvey. The principal author is ^ 'jhel Leon 

Robert Frawley and Frank Hoqardus of the A YS Council on Children and Families assisted in the deveh^pment of these 
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Throughout \cw )i>rk State, siquituant 
changes arc oaumnq m tamtly I't,' In fkir- 
tiailar. there /> an incrcw^incj numbc 'ot irorkmq 
parents with school 'ye children md an in- 
creasinq initnber nfsniqle parents ( )ne ot the 
cofjseqnetices acamipanyinq these chanqes is 
the larqe mnnber ot chddren m need ot'si hud- 
age child tare when schnd is not m ^^es^ion 

When child care tor scho<d-aqe i hddren is 
unavailable, narent'i ichi* must work are tore ed 
to leare their children unattended It is esti- 
mated that between 1 ()(),()( f(t - .'{()() (KHf such 
children m \ew )(frk State a*'e iinsiiperriscd 
forscrercd hours ecuh clou 

In reSfymse t(f this probL\n the State ot \ew 
York has undertaken a number (tt initiatii i s to 
enctniraqe * derelopment at sc httol-aqe c hdd 
care pntqranis Diirinq I^S4. the l.egis/atute 
enacted o bill which authorized a tundinq 
prnqram t<t siipp<wt the start-U/' ot new sc hool- 
aqe child c are proqtcims This bill was siqned 
bq C(H'emof Cinmu> m hdq ot that qear 

.\s part of the states etdtrt the \eu )(>rk 
Stctc CoiiULil im Children and Fan dies has 
coordinated an mt^iaqenc q piotect. Schofd- 
Age Child Care, m ctmjumtum with the De- 
partment (dSoncdServu es. Dwisum t(ir)oiith 
andState Educ ation Department, and siipptnled 
bg the Dwisum of Criminal histue Strrin's 
The purjy)se (ft this pnffCL t is to assist Ktmnn 
nittes m start mq and opera tmq sc hool-aqe c hdd 
care proqrcims 

Plcinnmq and implementmy a new sc ho<d- 
agc chhJ cure proqram mroliws a Mries ot 
C(tmplc.\ tasks Resoiin es and mtormatum cue 
often needed to tac ill tate. siippott, and promote 
the derelopment ot sue h proqrams 

The Council is derehpmq a series o/ tech- 
nical assistance papers to address the needs ot 
communities establish mq sc hool-aqe c hildc are 
programs These fkipers chscnss the nuqor steps 
that shoved be taken and offer prat tical siiq- 
gestionson how to devehfp qiuilitq proqrams 
Each paper pnwides a begmnmq point tot inch- 
...'j.^i., ^nd communitii qroiips plannmq new 
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School-a^^c child care programs provide 
child care f()relemL'ntar\' and middlcschool 
children dunnj^ the hours when parents 
are at work and school is not in session. 
This technical assistance paper outlines 
the proLXSs of incorporation and provides 
guidelines for the incorpor.u-on ofa school- 
age child care pn -gram in New VorkState, 
A sample Certificate of Incorporation as 
well as a list of Department of Social Ser- 
vices Regional Familv' and Children s Ser> 
vices Offices arc attached 

Vliile this paper is designed to assist 
community groups through the incorpo- 
ration process It IS advisable to recruit an 
attorney to ov^ysce the process and senv 
on the stceriii committee Further, an 
ample amount of time should he allotted 
for this process. In addition, it is useful to 
contact other incotporated school-age child 
care programs for their guidance 

What Steps Should Be Taken 
Prior to Filing fo: Incorporation? 

1. Same the Coiporafion - Prior to filing a 
Certificate ot Inco/poration. the selected 
name of the corporation must be filed 
with the New York State Secretar\' ot 
State to ensure that the name is not 
already m use The Divis.on of Cor- 
porations anu State Record,s at the De- 
partment of State should be contacted 
at (518) 474-6200. It the name ks 
currentiv in use, another name must be 
selected. If it is not in use, it may be 
reserwd tor a penod of 60 days upon 
application and pavment of a SIOOO 
fee. The name reservation mav be ex- 
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tended for up to two additional 60-dav 
periods. 

2 Dctemihu the Purpose of the Corpo- 
ration - The purpose of the corporation 
should he defined to include the provi- 
sion of child care In order to achieve 
tax-exempt status, the stated purpose 
must be consKStent with Internal Rev- 
enue Service regulati(;ns. A separate 
technical assistance paper addresses tax- 
exempt status. 

[] Hstahlish the Duration of the Coqm- 
ration - For school -age child care pro- 
grams that will apply tor day care Keen- 
sure, the New York State I )epartment of 
Social SeiTices requires that the initial 
duration of the corpoi'atK^n shall be tor 
t"ive years and shall n(^ be extended 
without prior written approval tVom the 
Department of Social Services For 
school-age child care programs that are 
not licensed, the duration of the cor- 
poration does not need t() be mentioned 
and Its existence will be perpe'aal 

4 Identify the Pe} sons Who Will Ac as 
the Initial Poardof Directors - The names 
and addresses of the initial board of 

UllV.Ll()|,> l/C I I I V 1 <-4^^- V4 111 (.11 

Certit'ieateof IncorporatKHi This board 
exists on an interim basis and will be 
responsible for developing bvlaws for 
the corporation At'ter the bylaws are in 
place, an oft'icial board must be elected 
according to the selection procedures 
established in the bylaw ^ 

The Not-tor-Profit Corporation Law 
requires the board of a corporation to 



have a minimum of three dircctorsdiid. 
for hcensc'J pr()j?ran\s. the State Depart- 
ment of vSocial SeA'iees reeommends a 
.Tiinirrum of seven direetors. Kaeh 
director named on the eertitica'ce must 
be at least 18 years of age. 

5. .\cwic ot the Incorjyfrators - One or 
more persons at least 18 yjars ot a^e 
will be required to sign the Certificate 
of Incorporation. The inc()rp()ratoi>\\'ill 
need to execute the Certificate of lnc( n - 
porationandwillbe responsible for cor- 
porate activities until a }v)ard ot directors 
is selected in accordance with the bylaus 

What Are the Steps in the Incor- 
poration Process? 

1- Complete the Certificate nflncorjmii- 
tum - The Certificate of Incorporation 
should be com pleted to reflect the deci- 
sions refemd to above. A Certificate oi 
lncorp()ration form (S534) is available 
at stationerv* and legal supply stores. 
After the certiflcate is completed, it must 
be signed and notarized. A sample Certi- 
ficate of Incorporation is attached to 
provide a concrete example of a com- 
pleted certificate 

2, Submit the Certificate of Incorporation 
to the State Department of Social Ser- 
vices - Those programs which are re- 
quired to be licensed must have their 
certificate approved by the State De- 
partment of Social Semces to Je^ennine 
if the requiremenlsof theNot-For-Profit 
Corporation .^ware met. In addition, 
the program component of the corpo- 
ration must be reviewed by the Regional 
Family and Children s Ser\ices Office 
of the Department, 

In order to obtain State Depanment of 
Social SeA'iees approval, the necessar\' 
documentation should be sent to the 
appropriate regional office (see attached 
list ) as well as tiie Division of Ixgai Affairs 
at the following address- 
Division of Legal Affairs 
State Department of Social Services 
40 North Pe?*-! Street 
Albany. New York 12243 

This documentation includes; the Cer- 
tificate of Incorporation, the address 
of the corporation, the names and 
addresses of the board members; sup- 
porting information relating to the 
public need forsuchsenice; staff titles, 
qualifications, and proposed hours of 
work; and a statement that no board 
member is an employee of the corpo- 
ration. An application form forapproval 
of the Incorporation Certificate is used 
by some Regional Familyand Children s 

Q Services Offices of the State Depart- 

• I r ment of Social Services. 



Anv group seeking the appin\.il (»t a 
Certiticateot IncorporatuMi should take 
advantage ot a pie-applkation C(tpter- 
eiiLc ottered bv thotaltot (he Depart- 
ment ot Social Seivices This usiialiv 
iinolvcs a telephone leview ot matenal 
Ml hiiiitted ( ^ik st h »ns )v gdiu t ng i nc« >- 
lation can be L'antied bvLuntactingthe 
Divtsionot Legal Attan.sJ)epartmentot 
Social Sen-ices at (SIS) 474-9774 

Tliose piogram> which an* not required 
t(» be licensed do not need an approval 
from the State Department ot Social 
Sen ice.s but must request a waiver lorm 
this anproval These piograms should 
request such a waiver directly from the 
DiviMonot Legal At'tairs. New\ork State 
Department ot Social ScAices 

3 Submit the \pproved Certificate ot 
Incoi-poration to the Office of the Attor- 
neij General - The Certiticate of Incor- 
poration and the approval or waiver from 
the Department of Social SeAices should 
be submitted to the Attorney General s 
Office at the tbllowmg address. 

State of New York 
Department of Law 
Justice Building 
Albany. New York 12224 

The Certificate ot hicorpoiation should 
also be sent tt) the New \ork State 
Supreme Court Justice tVom thejudicial 
district in which the corporation will 
opoate For ihe appropriate addre.ss, 
call the Court Clerk of the Supreme Court 
in your local telephone directoiT 

The Attv)rney General has ten days to 
contest the approval If the Attorney 
General d^^es not object, or if a waiver of 
objections is issued, the Justice will con- 
sider the approval of the Certificate of 
Incorporation 

4 Submit Approi vd Certificate to the Sec- 
retary 0,'Stafe- The or\^\n'd\ Certificate 
of lnc()rp<^ration and attached statements 
of approval should be sent with the 
current filing fee to the Secretar\' of 
State at the following address 

New York State 
Department of State 
Corporations Division 
155 Washington Avenue 
Albany. New York I22:0 

The current filing fee of $60 00 nuisi be 
included as a certified check, money 
order, or attorneys check The Sec- 
retary of State will issue a filing receipt 
to be retained by the organization Li- 
censed programs should send a copy ot 
this receipt to the State Department ot 
Social Services* Regional Family and 
Childrens Ser\'ice, Supervisor of Day 
Care Licensing. O 9 



A usetui >et ot resource materials on 
incorporation i.s available troni the (Jitice 
ot iiusiness IVrniitsand Kegulaton A.ssLst- 
aiKe and can he obtained b\ writing to 

Otticeot liusinesslVimit.sand kegulaton- 

A.ssistaiice 
Kxecutive Department 
State ot New\ork 
Alfred \] Smith Uuilding 
I7lh Floor 

Albanv. New York 12225 

For Further Information 

Individuals involved in planning pro- 
grams. should obtain resource material and 
e (Ml tact knowledgeable people who have 
already established programs to learn from 
their experiences. For a list of available 
technical assi.stance papers and the names 
ot programs and resource people in >our 
area, please contact the School-Age Child 
Care Project at the New YorkState Council 
on Children and . aniilies. Mayor Erastus 
Corning 2nd T(/wer. 28th Floor, Empire 
State F^laza. Albany. New York 12223, 
(518} 474-629:1 



Listed below are resources that may 
provide additional intormation on the topic 
ot school-age child care. 

Baden. R.. Censer. A., Levine. L. and 
Sehgson. M (li^82) School-Age Child 
Care An Action ^lanual Boston' Auburn 
House. 

Brooklyn In Touch Information Center, 
Inc. ( 1^81 ) Forming and Operating a 
Xot-for-Profit Organization Brooklyn. 
NY; Author 

Council of New York Law Associates and 
Volunteer Lawyers for the Arts and 
Communit>' LiwOffices. (1978) 77?c'A't'/r 
York Xot-for-Profit Organization 
^lanual. New York: Author 

H u m m el , J . ( 1 98 1 ). Starting and Run n ing 
a \(}n-h(mi Organizatitm. Minneapolis, 
MN. University of Minnesota FVess, 

Kotin. L., Crabtree, and Aidman, W. 
( 1981 ) Legal Handbook For Day Care 
Centeis Washington, DC: C.S Depart- 
ment of Health and Human SeA'iees. 

Murray. K (1981) 501(03 Tax Exempt 
Status and How to Get It San Francisco. 
CA. Child Care Law Project. 

YMCA of Ci eater New York and Council of 
New York Uw Associates. (1982). The 
Legal and Regulatory Affairs Mcnual: 
A Guide forXeiv York Sot-for-l^ofit Or- 
ganizations, New York: Author. 
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of 

Defreest Day Care Center 
under section ^02 of the Not-for-ProSt Corporation Law 
IT IS HEREBY CERTIFIED THAT: 

(2) 'i he name of the corporation is the Defreest Day Care Center 



(2) The corporation is a corporation as defined in subparagraph (a)(5) of section 102 (Definitions) of the 
Not-f or -'Profit Corporation Law 

(3) The purpose or purposes for which the corporation is formed are as /^//ows; 

a. to provide child care to three or more children for three oj/more/hqurs per day to 
enable parents or guardians to be gainfully employed. Ttie/prc^?kn wi/fXinclude 

a varied education and enrichment experience, and enrollment will open to the 
general public. \ 

\^ 

b. the purpose of the corporation shall include the est2^b]fl^hment ya^ operation of 
one or m^re day care centers as defined by Section 390 ofXhj/Social Services 
Law; provided, however, before each such day cara-trcnt^ shall ]cte established 
and operated, the prio> written approval of the/Departmerft of Social Services 
shall be obtained. ] ^ 

c. in order to obtain the aforementioned purpp^B^s^the CC^poraLion shall have the 
following powers: / ^ \ n 

1. to organize, implement and operate/§^siMld\care^rograni; 

2. to solicit, collect, accent and otterwl^^eby bequest . devise, gift, grant, 
purchase or otherwise, properj^^^^ny soi^ uathout limitation to amount, 
kind or value, and to use, dJ^burs&>^Kdojfiate the income or principal 
thereof exclusively for the ^urpt^s lier^nbefore stated, 

3. to receive assistance f;»RktheNstate^'arJ/or Federal Government, municipalities 
or any persons, firm^ c^^por^^lxjny by contract or otherwise, 

4. the Corporation shal^ not h^t^ t|ie power to provide or perform any health 
or medical sei-vice oivto^^pAiye medicine i any manner whatsoever as that 
term is defined by Articl/ 44 6f the Public Health Law entitled "Non-Profit 
\fedical Corporation,*' or ^is-def ined bv Article 131 of the Education Law, and 

5. the Corporation shall have the power to do any other act or tiling incidental 
to or connected with the aforesaid purix)ses or in advancanent thereof, provided, 
however, thr Obrporation shall engage in no activity for wtiich the consent or 
approval of a duly authorized state or local agency is required without having 
first obtained the said consent or approval . 

6. the Corporation shall not have the powor to issuo certilicates of <^tock 
or to declare or to pay dixidends and shall be operated pxclasively for 
the purposes enumerated in this section. 

The duration of the power to establish and opc-rate day c:iire centers shall 
for the period of five years from the date tho certificate is filed in the 
Office of the Secretary of State and such duration ^hall not be extended 
without the prior written approval of the Department of Social Services. 



The corporation in furtherance of its corporate purposes above set forth, shall have all the powers 
enumerated in section 202 of the Not-for-profit Corporation Law, subject to any limitations provided in 
the Not-for-profit Corporation Imw or any other statute of the State of New York. Nothing herein shall 
authorize this corporation, directly or indirectly, to engage in, or include among its purposes, any of the 
activities mentioned in Not-for-f^ofit Corporation Law, section 404 (IO-(tO (c)-M 
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(4) The corporation shall be a Type B corporation pursuant to section 201 of the Not-for-ProSt Corpo- 
ration Law, (In the case of Type A, B and C corporations set forth the names and addresses of at least 3 
initial directors. Type C corporation must set forth the lawful public or quasi-public objective which each 
business purpose will achieve.) 



Ttie number of directors of the Corporation shall be not less than three 
The names and addresses of the initial directors of the Corporation until 
the first annual meeting are: 

Leon Mefiervey, 121 Old R)st Ibad, West Sand Lake, New York 12145 

Dean Ebolittle, RD #1, Averill Pai-k, New York 12145 

Barbara Anan, Best Luther Road, rforth Greenbush, New York 12115 

Each of the subscribers hereto is of the age of eighteen years or over and 
each person named as Director is of . e age of eighteen years or over 



7^- 



(5) The o£Bce of the corporation is to be located in the County of Rensselaer °' 



(6) The Secretary of State is designated as agent of the corporation upon whom process jgainst it may be 
served. The post office address to which the Secretary of State shall mail a copy of any process against the 
corporation served upon him is 

Jacob 'Rirner, Esq. 
Attorney at law 
100 State Street 
Albany, New York 12207 



?0 
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(7) State and Federal exemption. 



State and Federal exemption language for Type l ]nd C corporations seeking tax exemption. 

Notwithstanding any other provisions of these articles, the corporation is organized exclusively for 
one or mere of the purposes as specified in §S0!(c)(3) of the Internal Revenue Code of 1954, and shall 
not carry on any activities not permitted to be carried on by a corporation exempt from Federal income 
tax under IRC §501(c)(3) or corresponding provisions of any subsequent Federal tax /aws. 

No part of the net earnings of the corporation shan inure to the benefit of any member, trustee, 
director, officer of the corporation, or any private individual ( except that reasonable compensation may 
be paid for services rendered to or for the corporation ), and no member, trustee, officer of the corpora- 
tion or any private individual shall be entitled to share in the distribution of any of the corporate 
assets on dissolution of the corporation. 

No substantial part of the activities of the corporation shall be ccrrying on propaganda, or other- 
wise attempting to influence legislation [except as otherwise provided by IRC %50l(h)'\ or partici- 
pating in, or intervening in (including the publication or distribution of statements), any political 
campaign on behalf of any candidates for public ofSce, 



operty of the corporation shall, after 
exempt under IRC §501(c)(3), or 
e Federal government, or state or 
usph^ of the Supreme Court of the 



In the event of dissolution, all of the remaining assets and 
necessary expenses thereof, be distributed to another organiz, 
corresponding provisions of any subsequent Feaeral tax laws 
local government for a public purpose, subject to the approys 
State of New York, 

In any taxable year in which the corporation is a private f<mn^ation as described in IRC %509(a), 
the corporation shall distribute its income for said pefii^ at such.time and manner as not to subject it 
to tax under IRC §4942, and the corporation shall n^t ( ay^g^ge^n any act of si If -dealing as defined 
in IRC %4941(d), retain any excess business holdin^s^ dehhwu in IRC %4943(c), (b) make any invest- 
ments in such manner as to subject the corporation to^^under IRC §4944, or (c) make any taxable 
expenditures as defined in IRC §4945(d) or corresponding provisions of any subsequent Federal tax 
laws, / \y 
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IN WITNESS WHE lEOF, xhe undersigned incorporator, or each of them if there are more tr i one, 
being at least nineteen years of age, afSrm(s) ihat the statement.: -nade herein are true under the penalties of 
perjury. Dated ig 



LEON MESERVEY 

Typf nuM of incorporator 

121 Old Post Rd., West Sand Lake, NY 12145 
DEAN pOOLITTLE 

Typo namt incorpontor 

RD #1, Averill Park, NY 12145 



Sifiniture 



SilMturi 



/, the undersigned Justice of the Supreme Court of the State of New York 
District, do hereby approve the foregoing Certificate of Incorporation, 



Judicial 



Dated 




/. s. c. 



®^ftrat? nf lnrnrj!0ratuin 

of 



under Section 402 of the Not-for-Profit Corporation Law 



Filed By: 



OeSce and Post Office Address 
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Notes Relating 
to the Sample 
Certificate of 
Incorporation 

Licensed Programs Outside of 
New York City 

The sample Certificate of Incorporation 
is applicable to school-a^e child care pro- 
grams that provide care to three or more 
children tor more than three hours a day 
Those proj^rams outside of New York Citv 
are required to be licensed bv the State 
Department of Social Serv ices. 

Unlicensed Programs 

Programs that operate for three hours 
or less outside New York City are not 
required to be licensed. The following 
sections of the Certificate of Incorporation 
should be changed if the corporation being 
formed will operate such a program 

Section '^^\. Reference the number of I >ours 

Section Ab. This section must be rewritten 
as follows: 

h The purpose of the corpo- 
ration shall include the es- 
tablishment and operatuin 
of one or more child care 
programs for three or more 
children for three hours or 
less per day ^ 

Prc^rams in New York City 

Programs m New York City which meet 
on a daily basis for less than 24 hours per 
day and provide care for ten or more en- 
rolled children between the ages of six 
and eighteen o*^ a year-round or peren- 
nial basis are required to meet Section 

^Such unlicensed prayrams m//s/ r^QUcsf mnirci cn c 
a watrcr from the State Deportment ot Srn /(;/ Ser- 
vices in order to ohtam iippnn ai nt their C ertititate 
ot Incorporation 



48-A of the Health Code of , e New York 
Cit\ Mealth Department. Such programs 
must have their Certificate of Incoip^'^ttion 
approved bv State Department of Social 
Services through the Metropolitan Regioi. ' 
office Thefollowingsection ot the sample 
Certificate of Incorporation will need to 
be rewritten to reflect regulations appli- 
cable to programs m New York City 

Section The purpose of the corpora- 
tion shall include the estab- 
lishment and operation ot one 
or more after-school and or 
vouth center programs as de- 
fined by Section 48-A of the 
NewYorkCity Health Depart- 
ment. 



Regional Family 
and Children's 
Sendees Office 
State Department 
of Social Sendees 

For Allegany. Cattaraugus. Chautauqua. 
Erie, Genesee, Niagara. Orleans, and 
Wyoming Counties 

Contact: 

New York State Department of Social 

Services 
Buffalo Regional Office 
8!58 Ellicott Square ESuilding 
FSuffalo. New York 142(n 
Telephone: (716) 847-3145 

For Chemung. Livingston. Monroe. 
Ontario, Schuyler, Seneca. Steuben. Wayne, 
and Yates Counties 

Contact: 

New York State Department of Social 

Services 
Rochester Regional Office 
259 Monroe Avenue 
Rochester, New York 14b()7 
Telephone: (716)238-8191 



lM)r nnM>me, Cauvga. Chenango. 
Cortland, Heikinier. Jetterson. Lewis. 
Mail I sun, Oneida, ( )nondaga, ( )swego. St 
LawnMice, Tio^a and Tompkins Counties 

Contact: 

New Yotk State Department ot Social 

Services 
Syracuse Regional Ottice 
351 South Warren Street, Room 2M 
Syracuse, New York 13202 
Telephone (315)428-3235 

FM)r/\lbany, Clinton, Columbia. Delaware. 
Ksse\, Franklin, Fulton. Greene, Hamilton. 
Montgomery', Ots^jgo, [Rensselaer, Saratoga. 
Schenectady. Schoharie, Warren and 
Wishington Counties 

Contact: 

New York State Department of Social 
Services 

Eastern Regional Office 
WM) Hroadway 
Albany, New York 12243 
Telephone: Toll Free (800) 342-3715, 
Extension 432-2763 

For Dutchess. Nassau, ( )range. F^utnam. 
Suffolk, Sullivan. Ulster and Westchester 
Counties 

Contact: 

New York State Department of Social 

Services 
Metropolitan Regional Oft'ice 
80 Maiden Lane - Fifth Floor 
New York. New York 10038 
Telephone: (212) 804-1 198 

For New York City- please contact: 

New York City Department of Health 
Bureau of Dav Camps and Recreation 
93 Worth Street. 10th Floor 
New York. New York 10013 
Telephone: (212) 566-7763 



" ( hddL ureproqHwnin \ew )t>rk Olit fninti(n}tai t 
the ^tetropolitau Requmal ( )tiH efei/arJnn/ the L er- 
tftnate ot hn orjhiralon 
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Thrmtghout \cu' York State, '^wniticant 
changes arc oaiirrnig m tamilif life in jair- 
ticiiluK there IS an incrcasmQ number ht u kma 
parents inth school-oije children and an in- 
creasing n timber of single pat ^.7?^ ( hie nt the 
Consequences aicompanu mo these ( hanac'- is 
the large number ot ( hildren m needot '^chool- 
age child care when S( hool is not m sc^snm 

When ( hild care for sihool-aae i hildren is 
unai\ulabL\ parents irho must work a*'e ton ed 
to lea I e their < hildren unattended It /v esti- 
mated that between UHUHHi - siuh 
children m \ew )ork State are iinsiiperrised 
for several hours each dan 

In resp<m>>L *o this problem, the state \ ew 
York has undertaken a number of initiatire^ to 
cncoiiraae the derel(tpment ot school-aqe ( hild 
care programs Ihirina l^hHi. the l.eai^lature 
enacted a hill whu h authorized a tiindinq 
program to support the ^! nt-iip ot new si hi iol- 
age child care programs l/us hill was siqned 
by Goremor Ciumio mJiilu ot that i/ear 

As part ot the state's effort the \eir )(nk 
State Council on ( hildten and Faw /?{/s 
coordmeted an interaeem^u proiei t. Si hool- 
Age Child Care, m conimntioti ii ith the De- 
partment of Soc ialSerrices\ Division tor Youth, 
and State luliii atum Departrnent. and supporied 
by the Dirisum of Criminal fustuc Sen ues 
The piirj'fose of this ptnjeit is to assist lom- 
muntt es m startimj and operutim/ schof>l-uae 
child care proarams 

Planning and implementinq a new s( hool- 
age child care program 'nr()Ires a series ot 
complex tasks Res(uin es and intonnatum are 
often ncedeu ..//(/( ilitate. support and pxmiotc 
the derelopmet't ofsiu h prt^a tarns 

The Ctumcil is derelonina a series of tei h- 
meal assistance papers to address the needs ot 
communities establishma s( /utol-aae i hild care 
proqraw.^. These papers discuss t/h oiunn steps 
that should be taken and otter practual sua- 
gestums on how to develop aiialitu proqrams 
Each paper pr(Widei> a bcgiunma point tor 
' qI !s and cfminumitg groups plannimj 
'^'ams. 



Tax-Exempt Status of 
School-Age Child Care 
Programs 



School-a^cchild L\irc programs provide 
thildcarc torLicmuntan'and middle school 
children durin^^ the hours when parents 
are at \v<»rk and school is not m session 
This technical assistance p^iper will presci,. 
procedures and cnkTia forohtainin^t<<' 
.Ncmpt statu'^ 

Tax-exempt status is determined hv 
criteria established hy the federal govern- 
ment and enforced by the Internal Rev- 
enue Service (II^S). Tax-exempt status 
permits corporatioas to be exempt from 
paying corporate taxes to the federal and 
state government and allows ,such corpo- 
rations to receive j^rants and donations 
which can be deducted on the donor's 
incometa\ Foundationsareable toawcird 
giants to tax-exempt program without 
endan^erin^theirown not-tor-pro'lt status 
Tax-exempt status is sometimes required 
nv tundm^ sources as a condition tor 
f^rantin^ funds, for example, the I'mted 
Stit Department ot Agriculture requnes 
tax-exempt status as a condition for pro- 
viding funds for the Child Caie Iw)od 
i^ro^ram 



Federal 
Requirements 

UTiat Federal Requirements Must 
a School-Age Child Care Program 
Meet? 

School-a^e child cate pn>^uinis are eli- 
gible fortax exemption underlnternal Rev- 
enue Service Code. 501 (c)(?>). It thev meet 
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the following requirements. 
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• The organization must be organized 
and operated exclusively for exempt 
purposes such as religious, charitable, 
or education purposes According to 
the Internal Revenue Service (II^S). 
exclusively means primarily: other 
activities must be insubstantial: 

• Karnm^^s of the or^<mizatioii may not 
benefit any individual. 

^ The organization may not devote a 
substantial pati of its activities to carr\' 
on propaganda or attempt to influence 
legislation, and. 

• The or^anizatum may not participate 
in any political campaign on behalf of 
any candidate 

Which Category of Tax-Exempt 
Purpose Applies to School-Age 
Child Care? 

There are several categories of the IKS 
code tor which an organization mav qualify 
tor tax-exemp* status H()Wever. the single 
most appropriate t.ctte^or\' is education 
The 1M84 amendment to the internal Rev- 
enue Code lias sun pi I tied the process by 
uhich sch(M)|-a^e child care programs are 
able !') qualify tor tax-exempt status usin^ 
the edu 'at ion Ctite^oiT This provision 
amended the exi.siin^ catc^on' to include 
child care programs that meet the follow- 
ing two requirements- 

i ) Sub^tantiallv all < >f the care prov> led bv 
the or^ani/iitKMi is tor the puipose of 
Liiahlin^ individuals U\ he ^aimullv 
enipl(>ved, and 

'1) The seiTice^ piovided hv the organi- 
zation are ava lable to the general publ c. 



What Is the Application Process 
for Tax-Exempt Status? 

The Internal Revenue Service Form 
1023. Application for Recognition of 
Exemption Under Section 501(cH3> must 
be completed and filed with the district 
IRS office. The application must have the 
following attached: 

Organizational Document - An organ- 
ization must submit ^ conformed copy 
of the organization's Certificate of Incor- 
poration. Constitution. Articles of Asso- 
ciation, or any other form of organiza- 
tional ^^ocument. A conformed copy is 
one that agrees with the original and all 
amendments to it This copy must he 
signed by the principal officer or he 
accompanied by a written declaration 
certifying that the d(Kument is a complete 
and accurate copy of the original. Orij^- 
inal documents, should not be submitted 
because they become part of the Internal 
Revenue tile and cannot be returned. 

Organizational Bylaws - The IRS r 
quires that bylaws of an organization be 
adopted prior to granting tax-exempt 
status, A copy of the bylaws must be 
included. 

Financial Data - If a program has not 
yet begun operation or has operated for 
less than one year, a proposed two-year 
budget and a current statement of assets 
and liabilities must be attached. For 
those programs thai h.'^ve operated more 
than one year, a statement of receipts 
and e.xpenditures and a balance sheet 
for the current year and for previous 
years must be included. In both instances, 
the sources of anticipated funds and 
revenues must be indicated 

Organizations that submit a complete 
application will receive an acknow ledgment 
from their district IRS office. A ruling or 
dett^-mination letter will follow. 

What Are the Appeals 
Procedures? 

Ifan organization is refused tax-exempt 
status, the organization will be advised of 
its right to appeal. Subsequently, the or- 
ganization will need to request an appeals 
office conference within 30 days. Such an 
appeal must be fileri with the IRS district 
office and include the following infonnation: 

1. The organizations name and address 
and employer identification number, 

2. Statement of the nature of the appeal 
including the date of thedetermmation 
letter and the identification code. 

3. Statement of facts including statutor>' 
and other authoritative references. 




-lequest for a conference. 



An officer or member of the board of 
directors mav represent the organization 
at the appeal or the oigani/at.on may be 
represented by anattornex.Leilified pul^lic 
accountant, {)r an individual enrolled to 
practice betore the IRS If ^omeoneother 
than an ofticei oi membe.' ot the boaid 
represents the organizatKMi, such a rep- 
resentative must tile a Power of Attorney 
Form 2848 or a Tax Information Autho- 
rization Fo»*m 284S-D, 

Ifan administrative appeal is unsuccess- 
ful, a suit may be filed in a Tnited States 
District Court or a United State.*- Claims 
Court for a iedetermmation. It may be 
helptui to reiVr to IRS publication 556, 
Examinations of Returns. Appeals Rights 
and Claims. This publication is available 
from the IRS by calling I-8()()-225-()717 



New York State 
Requirements 

What Are the New York State 
Requirements for Exemption 
From State and Local Taxes? 

In addition to the federal exemption, 
not-for-profit corporations can file for 
exemptions from state and local taxes 
Section 116(a)(4) of the New York State 
and Local Sales and Use Tax Law specifies 
tax exemption requirements for not-for- 
profit corporations or organizations For 
school-age child care pn^grams, the fol- 
lowing criteria apply 

• The organization is organized, and will 
be operated, exclusively tor religious, 
charitable, hterarx'. or educational pur- 
poses 

• No part of it*^ net income will inure to 
the benefit of private shareholders or 
individuals. 

• It will not. as a substantial part of its 
activities, carrv' on propaganda or attempt 
to influence legislation; 

• It will not participate to any extent in a 
political campaign for or against any 
candidate for public office, and 

• The assets of the organization are 
permanently dedicated to an exempt 
purpos \ This means that should the 
organization dis-solve or terminate, its 
a.ssets will be distributed for a purpose 
specified as exempt in the Sales and 
Use Tax Law. or to the federal govern- 
ment or to a state or local government 
for a public purpose 
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The application for State Tax Kxemp- 
tion Form ST-II9.'5 and an instruction 
booklet are available from the New York 
State Department of Taxation and Finance 
bv calling! (H)-4(i2-8l()() The applica- 
tion must Iwe the following items included 

Ccrttfnatc of Incor/joration or Constt- 
tution - The Certificate of Incorporation 
IS submitted for a not-for-profit corpo- 
ration Ifan organization is not incorpo- 
rated, an organizing d(»cument. eg., 
constitution, must be submitted 

Organizattonal Bylaws - A copy of the 
bylaws of either the corporation or un- 
incoiporated organization must be in- 
cl-ided 

Program Informatton - A statement of 
program activities including current 
operation and plans for the future must 
be pn)vided. 

Financial Data - A financial statement 
of receipts and expenditures and assets 
and liabilities must he attached. See 
instruction fM»m ST-119.3 for proper 
format of statements 

IRS Determination Letter- If theorgan- 
izatioii has already received exemption 
from federal taxes under Section 501(c) 
(3), the determination letter must be 
attached. 



The process of obtaining state tax exemp- 
tion IS facilitated if the federal application 
Is completed priorto the state application, 
Ifan organization has not obtained federal 
tax exemption, it must bj fully operational 
before it can apply tor state tax exemption. 



After reL»..v'mg its exemption, an orga- 
nization may file an Application for Re- 
fund of State and Local Sale, or Use Tax 
(Form ST-137) tor anv taxes paid during 
fh<' i^tri.'p-ye;}r pcP'^d priorto the granting 
of the exemption, if the organization met 
the requirements for tax exemption during 
that period However, il the organization 
Is required to amend its organizing doc- 
uments, e g , Certificate of Incorporation 
or Constitution, to qualify for state tax 
exemption, no refund will be granted. 




For Further Information 

Individuals involved in planning pro- 
grams should obtain resource materials 
and contact knowledgeable people who 
have already established programs to learn 
from their exp^ riences. For a list of avail- 
able technical assistance papers and the 
names of programs and resource people 
in your area, please contact the School 
Age Child Care Project at the New York 
State Council on Children and Families, 
Mayor Erastus Coming 2nd Tower, 28th 
Floor. Empire State Plaza, Albany. New 
York 12223,(518)474-6293. 



Listed below are resources that may 
provide additional information on the topic 
of tax-exempt status for school-age child 
care programs. 

Internal Revenue Service (1984). Ta.\- 
Excmpt Status for Your Organization, 
(Publication 557) Washington, I)C: De- 
partment ot the Treasury. 



Murray. K. (1980). 501ic)(3) Tax Exempt 
Status ' and How to Get It, San Fran- 
cisco. CA: Child Care Law F^roject. 

YMCA of (Greater New York and Council of 
New York Law Associates. (1982). The 
Legal and Regulatory Affairs Manual: 
A Guide for Sew York So'-for-l^ofit Or- 
ganizations New York: Author. 
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Thnnitjhoat \civ )i)tk State, siquiluant 
charii^cs arc occumnij m t\niuhi life In pat- 
tiaiiar there is an nu rcasma uiimbcroiivorkuui 
parents with school-aae children and an ni- 
crcasma number ol snn/Ie parents (hie <>! the 
consequences accompani/inc/ these i hanacs is 
the lariic mnnberoi children m need at si hoof- 
aye child care when Si hool IS not m session 

When ihihl (are tot '^thool-atje (hildren is 
unavailable, parent'^ who must work are toned 
to leare their children unattendeil It is esti- 
mated that between l(fiK(i(f(f - HtHKiHH) siuh 
children m .\ew )ork State are intsuperi i^ed 
for several hours each dai^ 

In response to this problem theState<>/ \eu' 
York has undertaken a number of uutiatives t<f 
encourauc the development f^/'si hool-aqe ( laid 
care programs Diirmu I^h'O the Leaisla tare 
enoLted a bill ivhnh authorized a liindmq 
program to support the start-up at new s( hool- 
UQc child I are proqrams This bill was sn/ned 
by Col emor Cuomo m lulu of that ijear 

As part of the states effort, tfie \''w mtk 
State Council on Children and l-\nnihes fuis 
coordinated an mteraaem // projec t Sl hool- 
A(je Child Care, m lonjiuntion with the De- 
partment < >f Social Sen u es. Division for ) oiith, 
and State Ediu ation Dejkitimetit, and suppotied 
by the Division of Criminal /ustue Seri'nes 
The piirjy(Kse of this project is to assist unii- 
nwmtics m startma and opera timj sifvm! \f 
child care proutams 

Plannma and implementing a tieu si hool- 
aye child lare ptoqram iniolves a series of 
Cfmiplc.x tu ' s Rc,s(fun es and mtormatum ate 
often needed to hivilitate. support atid promote 
the developawnt of such proqrams 

The Council is developma a series of teih- 
nical wisj,stani e papers to address the needs of 
communities establishmq sc hool-aqc c hild i arc 
programs These papers discuss the major steps 
that should be taken and offer practual smj- 
gesti(ms on hoiv to develop qualttq ptoqratns 
Each paper provide*; a beqinninq point tor 
^g^^ and amuniinitq qroups plannuiq 
^Irams, 



Employer Requirements 
of a School-Age 
Child Care Program 
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^' K)l-a^L' child care programs provide 
iULcirc forelcmentan'and middle school 
children during the hours when parents 
wotkand school is not in session \ot-tor- 
profit school -age child care programs are 
emplovers, and as such, must meet a 
nunihcrof state and federal legal require- 
ments. This technical assistance paper 
will briefly summarize specific New York 
State and federal requirements and will 
suggest turther resources to consult for 
more detailed information hi particular, 
the paper discusses ohtaining a Kederal 
Kmployer Identification Number, hiring 
practices, employee benefits and payroll 
deductions, and reporting requirements. 

Federal Employer Identification 
Number 

All not-for-profit corporations are re- 
quired toobtain a Tederal Kmployer Iden- 
tification Number This number is needed 
to apply tor tax-exempt status, to lile the 
organization's annual tax return, md to 
open checking and savings accounts In 
order to obtain a number, the organiza- 
tion must complete the form (SS-4). Ap\ li- 
cation tor Kmployer Identilltation Number 
This tnrm is available at anv Internal Rev- 
enue Semce Office ilRS) It should be 
tiled with the district IRS Office as soon as 
the agency i.s incorpoiated There is no 
filing tee For New York Cit\. Nassau, 
Rockland. Suffolk, and Westehestercoun- 
ties, file this form with' 

Internal Revenu Sen'ice Centei 
1040 Waverly VUe 
llollsville. New York 1 1709 

For all other counties in New \ oik State, 
file with: o 
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Internal Revenue Ser\'ice Center 
310 Lowell Street 
Andover, MA 01812 

Hiring Practices 

Km plovers are required to meet a number 
of state and federal laws and legulations 
in hiring employees These include re- 
quirements dealing with the following 
issues. 

Youth Employment 

In New YorkState. youth under 18 must 
obtain an Kmployment Certificate (com- 
monly referred to as working papers) if 
they are to be employed. The certificate 
can '^e obtained throuj^Ji local school 
districts While it is desirable to employ 
youth m sch(K)l-age child care programs, 
there are day tare licensing regulations 
which restrict the age of youth who can 
s u pe n' 1 se c h 1 1 d re n Acc o rd 1 n g t o New j\ )rk 
City Depart iient ol Health program regu- 
lations, pet^onnel working direc'ly with 
children are referred to as group leaders 
and thev must be at least 19 years of age 
Youth age 1(S and over are able to assist 
group leaders, but are not counted :n the 
required staff ratio For those programs 
f)Utside New \ orkCity licensed by the New 
YorkState Department ol Social Sendees, 
a per.sop muA be 18 vearsof ageora high 
school graduate to be in lull charge of 
children at anv time 

Non-Discrimination 

Title VII of the Federal Civil Rights Act 
ol 19h4. as amended, prohibits discrimina- 
tion against applicants for emplovment 
on the basis of race, color, religion, sex 
and or national origin Fuilher, in New 
YorkState, inquiriesabout ageare limited 



to whether the applicant is ] 8 vear.s ol'a^e 
or younger. JnquinesaK^Litdi^vibilities must 
be specifically relevant to the requnvmcnLs 
oftheiob Organizations receiving teJeral 
fundsorepgagmgin interstate commeice 
and employing 50 or more eniplovees ,\rc 
required to submit to annual atTirmativo 
action plan. (Annual ICm plover Report I'omi 
KKO.Dto the Equal Kmplovnient Oppor- 
tunity Commission in Washington. 1)C 

Background Checks 

The New YorkState Child Abuse [Preven- 
tion Act of 1985 requn-e> licensed Jnld 
care progrc'm.s to complete back^tround 
checks of potential emplovees. Kmplovers 
must request the lollowing information 
from applicants emplovmcnt historw 
personal and employment rel'erence.s. and 
a signed statement indicating whether the 
person has ever been convicted of a crime 

Immigration Documentation 

Employers are required to venlV that 
all employees hired after November i\ 
1986 are US citizens or aliens author- 
ized to work Employers must till out 
Form 1-9 within three business days of 
hirmg a new employee. After the employ- 
ee fills out the top portion, the em plover 
must examine supporting documents 
pnwmg the employee's identity .md 
eligibility to work The comphted from 
should be retained in the emplover's 
files. 

The new law also pn)hibits employment 
diseriminahon on the basis of citizenship 
status and national oriKin Employers 
should not fire or tail to hire anyone on 
the basis of foreign appearance, lan- 
guage, or name. 

1-9 Forms with easy-to-tollow instruc- 
tions are available at the hnmi^ration 
and Naturalization Sen'ice Regional and 
DisLHct Offices, as avII as local go\ernmc.it 
printing office book stores. For morC 
mf( M'mation on em pl( )yer res p( )nsJ hi I it les . 
call 1-800-777-7700 and request categon- 

Equal Pay 

Underthe Federal Fair Labor Standards 
Act, ;^mended by the Equal Pay Act ot 1 m'xl 
all employees must be paid equally for 
jobs which require equal skill, effort, aiid 
responsibility when performed under sim- 
ilar working conditions An official Fair 
l^bor Standards poster stating the provi- 
sions of the Equal Pay Act must be displayed 
in a prominent place This poster is avail- 
able from the Equal Employment Oppor- 
tunity Commission at the followingaddress. 

90 Church Street 

New York. New York 10007 

(212)264^7161 

Minimum Wage 

O Underthe Federal Fair Labor Standards 
^|^(]] ct, emplcyees must be paid a minimum 



wage unless thev aie cLissitied as exempt 
In New \oik exempt emploxees iiklude 
certain salaried enip^n jes (e ^ . e\LLUti\e. 
administrative, oi piolessioiial ) uho cam 
nunimum wage salan* nei week (^231 23 
as ol U>S7> Also exempt tioni mimmuni 
wage standaids are volunteers, students, 
appientiees. members ol religious orders 
and sta II C( )U nseh u's w Ik ) W( irk i n ch ildren s 
camps loi not more than three months 
annuallv These exemptions Inmi min- 
imum wage apply onlv to not-lor-profit 
tigeii'Jies that are oiganized and operated 
exelusively lor religious, charitable, or 
educational purposes \n official poster 
outlining the FtUr Labor SttUidards \et 
must be prominently posted New York 
State also require; that a sehedule ol min- 
imum wage rates and allowances be posted 
for intormational purposes The New York 
State sehedule of minimum wa^e rates is 
available from the New Yoik State Depart- 
ment ol Labor. Division ol Labor Stan- 
dards at the followmg district otliees- 

State Office Campus 
Albany. NewY)rk 12240 
(51814,37-27:50 

()5 Court Street 

Buffalo. New York 14202 

(71(S)<S47-7141 

One Main Street 
Brooklyn. New York 11211) 
(718)797-74^9 

?>OClenn Street 

White Plains. New\ork 10(>().; 

(9] 4) 997-952] 

4042 Mc/n Street 
Hinghamton. New York l.')!)()3 
0>07l 77:^7801 

173 Fulton Avenue 
Hempstead. New \ork 1 1330 
(31h)48]-hO*S4 

133 Mam Street West 
Rochester, New York I M \ 
(710) 434-3710 

To pay wages ^v cheek, an em pi over 
must request a permit (Form IU-!i54) trom 
the New York State Labor Department, 
I )i vision of Libor Standards. I )istrict Ofhces 
at noted ab()\e. Not-for-ptofit agepces 
are required to pay emplovees iit least 
semi-monthlv 

Wage Garnishment 

I'nder certain circumstances, an em- 
ployer may be instructed through a court 
order t'^ 'arnishee an employee swages. A 
wage gai nishment is deducted directly fn nn 
the employee s earnings and sent to a spe- 
cific court for non-payment of taxes, out- 
standing debts, or child support. 
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The I'Vdeial Uaue C.ai nishment Law 
defines the ma\inumi amount that niav he 
Kainislieed tor an emplovees weekly pav 
altei taxes tind legal deductions as not 
mole than 23 pei\eiit ol an emplovees 
tuLiI pav or tliutv times the ledeial min- 
inuim ua^e whichever is the lesser amount 
rile [ nited States Labor Department 
enlon.es this law. and employers w ho Vhilate 
it are subiect to ciiminal prosecution. 

Employment Records 

The Federal Wa^e and flour Division 
and the New York State Department o\ 
Libor. Division )l Libor Standards require 
that records must be kept on all employ- 
ees for si\ Vvars and must include the 
lollowing inlorinatKMi 

• Name ol emplovee. address, birthdate if 
IN years ol age or under. se\. and de- 
scription of p( '^ition: 

• Hours Worked each day and total hours 
worked per week: 

• Basis on which wa^es are paid, deduc- 
tions from employee s wages for each 
pav period, total wages paid per period, 
and dates < if payment 

Payroll Deductions and Employee 
Benefits 

Fmployers are required to make various 
deductions from an employee's salaiy. In 
addition, an employer may choose to pro- 
vide benefits that may involve employee 
wage deductions and reporting require- 
ments to governnent agencies. 

Withholding Taxes 

Income taxes (federal, state. New York 
City and Cit\ of Yonkers) must be withheld 
from empk)yees through pav roll deduc- 
tions and paid bv the employer 

Fver\' organization that has employees 
IS required to obtain each empk)yees sig- 
nature on a Withholding Exemption Cer- 
tificate ( Form \V-4 ) which must be retained 
in the files ot the program. A new W-4 
must be tiled (m or before December 1 for 
each employee whose withholding allow- 
ance will be different in the next year, A 
lull-time student is eligible for an exemption 
from having income taxes withheld if the 

tut J mniitl in<v m».' k tn hr le<< than the 

amount set bv the federal government, 

A particularly useiul booklet regarding 
employer's federal tax responsibihtv. Cir- 
cular li Employers Tax Guide, is avail- 
able by writing to the followingaddress: 

Internal Revenue Service Center 
1040 VVaverlv Avenue 
Holt.sville.New York 11799 

New York State. New York City, and City 
of Yonkers tax information for employees 



ception of teachers and non-manual labor- 
ers in charitable, religious, and educational 
organizations. Again, since it is unclear 
whether this exemption would apply to 
employees of school-age child care pro- 
grams, such programs are encouraged to 
provide vvovkers compensation benelits to 
their employees for the protection ot both 
the p^'ogram and the employees. 

Employers provide workers compensa- 
tion benefits by securing n^^urance cover- 
age. This coverage can be obtained by 
contracting with a private insurance eatrier 
orby contacting the State Insuranee Fund 
at the following district offices 

Albany 

State Insurance Fund 
879 Madison Avenue 
Albany. New York 12208 
(518)458-2580 

Buffalo 

State Insurance Fund 
161 Delaware Avenue 
Buffalo, New York 142 1 3 
(716) 847-:^(i5:^ 

New York City 

State insurance Fund 
199 Church Street 
New York, New York l()()07 
(212)962-8900 

Syracuse 

State Insurance Fund 
901 James Street 
Syracuse, New York 1?,20?> 
(315)428-4822 

Rochester 

State Insurance Fund 
24 Plymouth Avenue, North 
Rochester, New York 1 4(S 1 4 
(716)325-7242 



Reporting Requirements 
Employers Quarterly Federal Return 

All employers subject to income tax 
withholding or PICA must file an Employ- 
ers Quarterly Fede'al Return (IRS Form, 
941) due on or before April 30. July 31, 
October 31, and January 31. This form 
must be sent to the following Internal Rev- 
enue Ser\'ice center for New York City. 
Nassau, Rockland, Suffolk and Wustchester 
counties: 

Internal Revenue Ser\'ice Center 
1040 Waverly Avenue 
Holtsville, New York 11799 

and for all other counties- 
Internal Revenue Service Center 
' ^we" Strecjt 
er,MA 01812 
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Report of Miscellaneous Income 

Any pn.gram which pays S(iOO ot more 
in teesorotlii'rc(nnpcn.sation to any indi- 
vidual who IS not an employee mu,st (ill 
out Korm 1()99-MISC Tiie employer must 
report to the Internal Reyenue Sen ke (IKS) 
that this umuunt was paid tuaii tndi\idual 
without any ta\e> withheld Acop\ should 
iv retained bv the pro^'am. one .sent to 
the person receiving the money, and one 
to the IKS 

,\e\\ York State hasasiinilanvgunvnient 
that payment,^a!nountinj4to$(^0()or moie 
mu^t be reported on Form 11-21(^2 I. In- 
formation Return I'orm rr21()2.4, Trans- 
inittal ot New York State Information 
Returns, must be u,sed as a trauMiiittal 
form when forwarding tax returns to 
New York State Depaiiment of Taxation 
and Finance 

Annual Tax Returns 

Kyer\' incorporated school-a^e child care 
program is required to tile an annual fedenil 
tax return regard . of tax-exempt status 
All tax-exempt pn)^rams should tile a Form 
99()-Annual Report after they have received 
at least SIO.OIK) from program fees or 
other funding sources in )ne year 

Thereafter, this form is filed each year. 
This form must be filed by May 13 ot the 
following ralendar year and sent to the 
following address: 

Internal Revenue Service 
IKiOl Roosevelt Boulevard 
Philadelphia PA I9I55 

All forms and supporting documenta- 
tion (e checks and invoices) >hould be 
kept f(*ra minimum of seven years 

New York State Registration and Re> 
porting Requirements for Charitable 
Organizations 

Any sch< x )l-age ch i Id care pr( )^ram which 
solicits, or mtends to solieit. contributions 
in excess of $1(),0()() annually, or which 
pays anyone for fundraisin^, must re^i.s- 
terand tile subsequent annual reports with 
the New York State Department of State, 
Office of Chanties Regr'tration. "Contrib- 
utions" include government and founda- 
tion grants as well as individual contrib- 
utions of money or g(K>d.s. but do not include 
allocations from the United Way or Com- 
munity Chest, membership dues, or fees- 
for-ser\'ice. 

Initial registration with die Department 
of State is made on Form Ci75()-41(). Later 
amendmentsto Fomi Ci750-410are made 
on form Ci75(^-^:11 and sent to the fol- 
lowing addres.s 

Department of State 

Office of Chanties Registration 

162 Washington Avenue 

Albany, New York 12231 ^CJ 



When .soliciting t'unds from the publie. 
New Y(Tk State requires that the solicitation 
matenal should contain . elol lowing words 
' i\ copy ot (Agency 's Name)s latest annual 
lepoil filed with the Depaiiment of State 
may he obtanied bv wnting NTS Depaii- 
ment u\ State, Office, uf Chanties Regis- 
tration. I(')2 Washington Avenue, Albany. 
New \ { n'k 1 22!^ 1 . ( )r hv contact i ng (Agency 
Name) 

It any agency obtains fund> from which 
t!">»' income is regum^d to be used lor char- 
itable punv)se>. the agency must submit 
torm NYCF-1 annually to the New York 
State Department of Liw.Charitiible Foun- 
dation Bureau. Two World Trade Center, 
NeA' York, New York 10047. The form 
should be accompanied by a list of any 
transactions that occurred in the fund, a 
copy of an audit. IRS Form 990. G750-41 1 , 
and a check for $100 00, 

Wage Reporting 

New York State's Wage Rep( )rting System 
IS designed to use information submitted 
by employers to the Department ot Tax- 
ation and Finance for the purposes of: 

• yen t\' 1 n g p u b I ic ass is t a n ce e 1 1 gi h 1 1 1 ty a n d 
bene fit amounts administered under the 
Soeial Ser\'ices Law: 

• locatingabsent parents and establishing 
support obligations administered under 
the Social Services Liwand the Family 
Court Act; and 

• identifying fraud and abuse in connection 
with the unemployment insurance ben- 
efits system administered by the De- 
partment ot Labor 

EverN' employer must submit quarterly 
reports of wages paid to each employee 
who resides or is employed in New York 
State, whether or not the wages are subject 
to the withholding of tax. Reports are 
made on Form WRS-2, Employer's (Quar- 
terly Report of Wages Paid to Each Em- 
ployee, and a.e due on Apnl 30, July 
31. October 31, and Januar\' 31 Reports 
should be sent to the following address: 

New York State Department of 

Taxation and Finance 
WRS Report FVocessing Cnit 
\\\A Harnman Campu,s 
Albany, New York 12227 

For Further Information 

Individuals involved in planning pro- 
grams should obtain resource material and 
contact knowledgeable people who have 
already established programs to learn from 
their expenences For a list of additional 
technical assistance papers and the name 
of programs and local resouice people, 
please contact the School-Age Child Care 
IVogram atthe NewYorkStateCouncilon 
Children and Families, Mayor Era,stus 



Corning Tower. 28th Floor. Empire State 
Plaza. Albany. New York 12221 (51S) 
474-6293. 

A packet of relevant forms specific to 
the legal respc^nsibilities of employers is 
available from the Office of Business 
PeiTnitsanJ Rcguldior\A.sM.sianLeand can 
be obtained by writing to the following 
address; 

New YorkStateOffice of Business Permits 

and Regulator)' Assistance 

Executive Department 

State of New York 

Alfred E. Smith Buildinfi 

17th Floor 

Albany. New York 12225 



The following resources will provide 
useful information on the topic ot (he le^al 
responsibilities ot employers 

Baden. f^..C'iePser.A.. U'VineJ l^ScIi^mmi. 
M.(1982). School'Aijc Child Cihc \n 
Actum Manual Boston. AuburnHou.se 

Brooklyn In Touch Information Center 
Inc. ( 1981 ). Fonnimj and Operating a 
Sonprofit Organization Information 
Packet Brooklyn. NY. Author 

Council of New York Law Associates. Vol- 
unteer Lawyers for the Arts and Com- 
munity Law Offices. (1978) The Sew 
York \ot' for- Pro fit Organization Man- 
ual New York: Author. 



YMCAot Greater New Yorkatid Council of 
New York Law Associates. (1982). The 
Lcqal and PcijiAatortj Affairs Manual: 
1 Cuulc for Atvr York Sot-Por-l^rofit 
(hqanizations New York' Author. 
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is summarized in the two documents: Em- 
ployers Withholding Tax Instructions 
aT-210()l and Xeiv York State, City of 
New Yorkand City ofYonkers Withholding 
TaxTableandMcthodsOT-2100 li These 
documents are available by wntmji to the 
following address: 

New York State Department of 

Taxation and Finance 
Taxpayer Assistance Bureau 
Forms Control Section 
WA Hamman Campus 
Albany, New York 12227 

Social Security (PICA) 

The Federal Insurance Contributions 
Act (FICA) was amended in 1983 to require 
not-for-profit agencies to participate m the 
social security system. The social security 
system provides pensions, survivor's ben- 
efits, permanent disability insurance, and 
special benefit payments to eligible em- 
ployees. The Social Security Administra- 
tion administers the system and determines 
all benefits. 

Theemployee scontnbutions to the social 
security system are made through payroll 
deductionsand the employer pays an equiv- 
alent amount based on a percentage rate 
of the employee's current salary'. The rate 
in 1987 was 7. 15 percent and the maximum 
payment for an employee is $3,003 

Payment of Withholding Taxes and So- 
cial Security 

Payment of fede»-al withholding taxes 
and social security payments including both 
the amount contributed by the employer 
and the amount withheld from the em- 
ployee, must be deposited by the 15th day 
of each month at the regional Internal 
Revenue Service Office or at a fe(*eral 
depository' bank at which the program 
maintains a checking account. After re- 
ceipt of a Federal Employer Identification 
Number, forms (Form 501 -Monthly Federal 
Tr.x Deposit) will be sent to the agency to 
be submitted with these funds. If payment 
is not filed on time, a penalty will be 
assessed. If an organization is unable to 
make payment, penalties will be com- 
pounded and the board of directors will 
ultimately be liable for payment 

Payments for New York State, New 
York City and City of Yonkers withholding 
taxes must be accompanied by Form 210 i . 
Employer's P-*u.ii of Tax Withheld, and 
sent to the following address: 

New York State Department of 

Taxation and Finance 
Processing Unit 
Box 1970 

Albany, New York 12201 

Form lT-2101 must be filed eitherquar- 
ter-monthly, semi-monthly, monthly, semi- 
-^^•"••ally or annually, depending on the 
M/^" amount of New York State, New 



York City, and City of Yonkers ta.xe.s 
required to be withheld in a semiannual 
period ending June !^0or December !U. 

Unemployment Insurance 

Employees wh(^ lose their lobs through 
no fault of their own are entitled to unem- 
ployment insurance benefits. Such ben- 
efits are paid from a reserve fund which 
employers finance through payroll taxes 

The New York State DepartmentofLibor 
reuu.res employers to submit information 
on Form lA-l'OO. Report to Determine Lia- 
bility Under New York State Unemployment 
Insurance Law. The Unemployment In- 
surance Division of the New York State 
Department of l^bor determines contrib- 
ution rates for each employer based on 
experience in the system with regard to 
claims and taxes paid on the history of 
claims of the employer. As of 1987, the 
first $7,000 of each employee's total earn- 
ings dunng a calendar year is taxable. Th is 
report should be sent to the following 
address: 

New York State Department of I^bor 
Unemployment Insurance Division 
State Campus, Building 12. Room 359 
Albany, New York 12240 

An organization pays unemployment 
insurance premiums quarterly and is pro- 
hibited from withholdingthispaymentfrom 
an employee's salary, A completed Em- 
ployer's Report of Contributions (Form IA-5) 
and the quarterly payment are due on or 
before April 30, July 31, October 3L 
and January* 31 of each year. 

Not-for-profit programs have the option 
of paying this payroll tax or directly reim- 
bursinga state resen'e fund for the amount 
the organization must pay to persons eli- 
gible for unemployment benef'tc. 

En'.ployersare required to maintain wage 
record.s in such a manner that the infor- 
mation necessary to proct.ss benefit claims 
can be obtained within seven days. Records 
must be maintained for three complete 
calendar years. 

When an employee files a benefit claim, 
the employerwill be senta form requesting 
the reason for the employee's termination. 
The unemployment benefits insurance 
claims office will determine whether the 
former employee is eligible to unemploy- 
ment benefits. The employee!,, employer 
can challenge determination within 30days 
and ask for a hearing before an Adminis- 
trative Law Judge. 

Particularly useful 'esource materials 
on unemployment insurance, the New York 
State Unemployment Insurance Informa- 
tion for Claimants (LO 318.3) and the 
Employers Guide to Unemployment In- 
surance (IA-318.1), can be obtained by 
writing to the Department of Labor at the 
following address q ^ 



New York State Department of I abor 
Oifice of Communications 
State Campus Building 12 
.Albony, NewYotk 12240 

Additional information may be requested 
fiom local unemployment otfices located 
throughout New YorkState The telephone 
number of the nearest office can be found 
in the local telephone director\\ 

Disability Benefits 

The Disability Benefits Law entitles eli- 
gible wage earners to cash benefits while 
they are out of work due to illness or injury 
that IS not related to employment. Under 
the Pregnancy Discrimination Act of 1978, 
an amendment to the Civil Rights Act ot 
1964 and a similar New York State Law, 
women affected by a pregnancy-related 
disabilit)' must be treated the same as other 
disabled employees. 

Teachers and non-manual workers in 
charitable and educational organizations 
are excluded from disability coverage unless 
the employer voluntarily provides such 
coverage. At this time, it is unclearwhether 
school-age child care programs would be 
included in exempt categories. In any 
case, since disability insurance provides 
an important employee benefit, programs 
should seriously consider providing such 
coverage. 

An employer providing disability insur- 
ance may pay the total cost of disability 
insurance or require employees to share 
in the cost up to a limit of $.30 per week. 
Employers c^.ri obtain coverage for disability 
insurance through a private insurance 
carrier or through the State Insurance 
Fund. 

If the disability occurs during employ- 
ment or with in four weeks of termination, 
the form DB-450 should be filed by the 
employee with the employer or the insur- 
ance carrier. If the disability occurs four 
weeks or more after termination, the form 
DB-300 should be filed with the Disabilities 
Benefits Bureau of the Worker s Compen- 
sation Board at the following address: 

Workers Compensation l3oard 
Disabilities Benefits Bureau 
100 Broadway 
Albany, New York 12204 

The forms are to be completed by the 
employee and hisJier doctor within 20 
days after the disability occurs. 

Worker's Compensation 

Workers Ccimpensation provides weekly 
cash benefits and the eost of medical care 
for an employee who is disabled because 
of an accidental injury occurring In the 
course of employment. Employers are 
required to provide workers compensation 
benefits to their employees, with the ex 
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ThroiiQhoat Xcir York State, siQtufuatit 
changes arc (Hrumnq m iamdy life in par- 
i idan there is an mcrcasmg number of u 'orkmg 
parents with school-aqc children and an in- 
creasing number of single parents One of the 
conseQuences accompanying these i hanQe< is 
the large number of c hildren m need (if school- 
age child care when school is not m ,session 

WTien child care for school-aqe children /s- 
unm a liable, parents who must work arc forced 
to leave their children unattended It is esti- 
mated that between I0(W00 - :UHK()(H) .such 
children m Xew )ork State are ansupcrriscd 
for several hours each dui/ 

In response to this problem, the State of \ew 
York has undertaken a number of initiatives to 
encourage the development ofsi hool-aqe i hild 
care programs Durmq I9Si the Leqislature 
enacted a bdl which authorized a funding 
program to support the ,\tart-up (if new school- 
age child care programs This bill was siqned 
bv (,' emor Cuomo m Julq of that qear 

As part of the state's effort, the \ew )ork 
State Council on Children and hamilies ha> 
coord united an mteragencq project, School- 
Age Child Care, m conpnn turn with the De- 
partment of Socud Services, I )i visum for)outh. 
and State Educatum Defxirtment, and supported 
by the Dwisum of Criminal lusticc Scrvuo 
The purfM)se of this project is to a.ssist com- 
m unit ICS m starting and opcratmq school -aqc 
child care programs, 

Plannmq and implementing a new si hool- 
age child care program involves a series of 
complex tasks Rcsoun es and m formation are 
often needed to facilitate, support, and promote 
the development of ,siu h proqrams 

The Council is developing a ,series of tech- 
nical a,ssistance papers to address the needs of 
communities establishing school-aqe child ( are 
programs These papers discuss the major step s 
that should be taken and offer practn al ,suq- 
gestums im hiuv to develof* qualifq proqrams 
Each paper provides a begwmnq point for 
indinduals and communitq groups plannmq 
V ^-grams. 
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School-a^e child cart proj^rams provide 
child care forclcmcntarx'and middle school 
children during the hours when parents 
are at work and school is not in session. 
This technical assistance paper outlines 
content areas that should he addressed in 
hylaw's fora school-aj^e child care program. 
Each content area is discussed in the 
framework of the decisions that should he 
made to tailor hylaws to meet the needs of 
a specific program. 

Incorporated child care programs arc 
required to have hvlaws, Bvlaws consti- 
tute the hasic rules hy which a corporation 
operates, defining a process for orderly 
decisioii-making. They outline howa hoard 
of directors will function and specify the 
delegation of power and authoritv. 

While It can he lielpful to review hylaws 
of a similar org:inization. it is not advisahle 
to copy them. It is important that hylaws 
he written to reflect the mission and goals 
of the corporation. 

Rylaws should he written as part ol a 
developmental process All ot the memhers 
of the group developing a school-age child 
care program should he involved in making 
'iecisions ahout the structure and dele- 
gation of power and authority A working 
comniittee should then draft the hvlawsto 
reflect these decisions and focus attention 
on technical language. It may he helpful 
to have an attorney participate in the 
drafting of the hylaws Due to the impoi- 
tance of hvlaws. careful .'Uention should 
he given to the review of this document hy 
the initial hoard of directors 

In drafting hylaws, the following aruas 
should he addressed- m . 

4u 



• Purpose of the Organization 

• iMemhership 

• Board of Directors 

• Meetings 

• Voting Procedures 

• Officers 

• Committees 

• Amendment Procedures 

• Dissolution 

• Indemnification 

Purpose of the Organ izatio^i 

The stated purpose should hehriefand 
direct and reflect the function of the 
program. Nothing should he added to the 
hylaws that is contrar\' to the purpose as 
stated in the Certificate of Incorporation 
For not-for-profit corporations, the Internal 
Revenue Senice (IKS) requires that hyla\ s 
he adopted hefore tax-exempt status is 
granted and reviews them as part of the 
application process. The stated purpose 
ot the organization in the hylaws and in 
the Certificate of Incorporation must meet 
IRS regulations and should include the 
name and location ol the program, (See 
technical papers on Incotporation and Tax 
Kxempt Status ) 

Membership 

There is often confusion hetween the 
terms "memhers of an organization" and 
"memhers of the hoard of directors," Some 
not-for-profit corporations have large num- 
heis of general memhers giving an organ- 
ization much hroadei representation. 
Such memhers usuallv elect the hoard of 



directors, adopt or revise Mie bylaws, and 
may have other powers which can he de- 
fined. U)cal task forces vm child abuse 
and neglect and local child care councils 
are often organized in this -nanner. If a 
corporation is going to I :^ve a general 
membership, the requirements for such 
membership should be defined and the 
powers and duties of members should be 
specifically stated in the bylaws 

Most school-age child care programs are 
operated solely by a board of directors and 
do not have a separate membership If an 
organization does not have a separate 
membership, bylaws should indicate that 
rr jmbers of the corporation will consist of 
the members of the board of directors only 

Board of Directors 

The bylaws should define the scope of 
the authority of the board of directors and 
determine the size, composition, and tenure 
ofi^^i members. 

New York State requites that a con^o- 
ration have a board of directors composed 
of at least three persons For those pn)grams 
that will be licensed by the New York State 
Department of Social Services, the Depart- 
ment of Social Services recommends a 
board of at least seven members. A board 
should be large enough to obtain broad- 
based community support and sm:'ll 
enough to be efficient. Usually a btiard is 
composed of 10 to 20 members 

The composition of the b'/ard may be 
specifically defined in the bylaws. Parents 
or representatives of relevant organiza- 
tions such as PTAs. local school boards 
or county departments of social services 
may be designated a specific number of 
seats on the board of directors. 

The selection process, including nom- 
ination of members.shouidbeciLarly. stated 
in the bylaws. It is important to establish 
terms of office that en''»ure the stability of 
the board while encouraging the partic- 
ipation of new members. To accomplish 
this, board members usually serve more 
than one year, and terms of office are often 
staggered so that only a portion of the 
board is elected each year. The length of 
the term and the number f terms that a 
board member tan serve are often limited 
to encourage the participation of new 
people. 

Policies regarding meeting attendance, 
resignation, and removal of board members 
should be establL.hed FVr^cedurcs o fiU 
vacancies on the board should be out.' ned 
in the bylaws. 

Meetings 

The bylaws should establish the fre- 
3 i^cy of meetings, requirements for 



notifying board members, and the pro- 
cedures tor calling. special meeting.s HvLiws 
generally indicate that wiitten notice ot 
the time and place of regular meetings 
should be sentto board members a. spcci tied 
number of dav: prior to the meeting 

Voting Procedures 

The bylaws should addre.ssthe rules and 
procedures for conducting a meeting: 
Roberts Rula; of Orr/tTlRobeit, 1981 ) ls 
L )mmonly u.sed for this purpose Such 
procedures should include the definition 
ofaquorum. the number of board members 
who mu.st be present in order to conduct 
official business, and the .specific number 
of votes needed to pass an official motion 
These procedures should alsoaddress how 
general business is conducted, how board 
membersare elected.and whethei members 
are allowed to vote by p>o\v 

Officers 

'ypically. the delegation ot p(Aver and 
authority of the board of directors is de- 
fined by the a.ssigned function and tasks 
of .specific officers. The following officers 
and designated ta.sks are commonly used 
and may be adapted to meet the needs of a 
specific school-age child care program: 

• The chair or president e.stablishesagen- 
das. presides at meetings, and repre- 
.sents the program The chair or pres 
ident does not make decisions for the 
board, but . -ay take actions to imple- 
ment decisions of the L.oard such as 
signing contracts 

• The vice chair or vice president preside.*- 
at meetings and i^enerally undertakes 
the functions of the chair in his or het 
absence. 

• The treasurer participates i budget 
preparation, oversees bookket >ing. and 
prepa»'es regular financial reports. 

The se:retar\' records minutes and is 
responsible lor correspondence, written 
records, and distribution of minutes 

In developing bylaws, the inllowing 
should be considered' 

• Klection of officers and the length of 
terms of office. 

• IVoceduics tor removal or re * .nation 
Oi officers 

• IVocedure tor filliP'! vacancies 

Committees 

Most boards use a Mttees [o awry 
out their work in a mar .'able manner 
Bylaws either pnwide a fr^ ,.c'.»'ork in which 
committees can be established or they can 
name .sjv^ific .standing committees and 
their functions. It is important that the 



power and responsibilities of each com- 
mittee aie speL'l'udlv indentified Some 
of the c.immittee.s that might be formed 
are Ir.ted below 

• An KxcLUtive Committee is made up of 
thenHicersnt the hoard The Kxeiutive 
Committee rs often responsible for pro- 
mulgating agencv policv and making 
decKsions in emergeneie.s 

• A Personnel Committee is respon.si* le 
for personnel policies and their imple- 
mentittion. It often is responsible for 
decisions regarding the hiringand firing 
('f .staff and handling, staff grievances. 

• A iM nance Committee ()vei.>ees book- 
keeping procedures, budget prepara- 
tions, and budget implementation. 

• A Nominating Committee recruits and 
rLC'^mmends people tosetAV()n the board 
or as officers. 

• A FundraisingC(*mmittee plans events, 
membership drives, or sohcitation of 
funds to benefit the program. 

• A Parent Involvement CommittL^ pro- 
motes the participation ot parents in 
the ,scho()i-age child care program. 

• Program Committees address issues 
related to programs operated by the 
agency. 

The bylaws often address how commit- 
tee chairs are selected, how longthey .serve, 
and who can be committee members in 
addition to .standing committees, the bylaws 
usually permit the addition of short-term 
and ad hoc committees. Committee mem- 
bers do not nece.s.sarily have to be board 
members 

Amendment Procedures 

It IS important that bylaws bedeveloped 
in such a way that they are flexible enough 
to meet the changing needs of the program. 
However to facilitate future changes, pro- 
cedures for making amendments should 
be included These procedures should 
specify voting requirements and how prior 
no.iceof a proposed change of the bylaws 
will be given to board members, It may be 
desirable to establish a routin-; review and 
revision period to ensure that they remain 
appropriate In mak'iig changes in the 
bylaw.s. a review tne incorporation certifi- 
cate i.s nece.s.sar\' to ensure thai anv amend- 
ments are consistent with the certificate. 

Dissolution 

In New York State, a board can di.s.solve 
the corporation by a two-third.s vote of ihe 
directors present, and the directors can 
choo.se a '^"jmilar not-for-pro»it u/rporation 



to receive its assets Itisimportdiittostate 
this in the hylaws. If the board does not 
indicate an agency, the decision will K 
make by the New York State Supreme O )U rt. 

Indemnification 

Indemnification refers to an agreement 
to allocate liability and financial respon- 
sibility to theorfianization ratherthan mui- 
vidual board niembers or employees. In 
other words, the organization agrees to 
pay for certain liability costs that might be 
assessed against individuals However, 
n mpaymept of withholding taxes or un- 
employment insu*- A jymenb* may result 
in the personal liabihtyof board members. 



For Further Information 

Individuals involved in planniii^ pro- 
grams should obtain resource material and 
contact knowledgeable people whti have 
already Lstabli.shed programs to learn tiom 
then experiences For a list ot available 
papers and the names of pro^raP\s and 
resource people in voui area, please contact 
the School Age Child Care Protect at 
New York State Council on Children J 
Families, Mayor Krastus C(/rnin^ Tower. 
2Sth Floor. Kmpire State Pla/a. Albany 
New York 1222:?. (518} 474-629.1 

The following re^ouices will provide 
useful information those inv(^lved in 
writing bylaws lor a sehool-a^e child care 
program. 
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Council on New Wnk Law Associates. 
Volunteer Liwvers lor the Arts and Com- 
munity Law ( )lYices ( 197(S) The .\cn' 
York \ot'F()r'P}()fit ( )nianizatnm Man 
mil New \'ork AuthoK 

HummelLJ. (1981) Skirtmq ami Rimmmi 
a\<m-pr()t]t()rgamzati(m Minneapolis. 
MN: Cniversity ol Minnesota Press 

Robert, li ( 1 98 1 ) KoKrts Rules ot Order. 
Cllenville, 11/ Scott. Foresman 

YMCA of Greater New York and Council 
ol New York law Associates ( 1982). The 
Le(j aland Regulatory Affairs Manual: 
A Uuide for Sew York \otdu)r-Profit 
Organizations New York* Author 
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Throuqhout \cir )()rk State, siquituaut 
chanqcs arc occurrmq m tamilii life In /Hit- 
ticular. thcrcisuf} imrcasinQ numhcmtu nrknui 
parents with sihooI-uQC i In' hen and an in- 
crcasniQ number ot smqle parent's ( hie nt'the 
Citnsequem es ai i ompaniinni these t hamies is 
the larqc number ot ththlren m neednt s( ho^l- 
aQC ( hdd c ate when si hnol /> not m scssian 

child cafc for sih(fol-aQc ihihhen is 
unaivdable. parents n ho nuist work are tori cd 
to leare their c hildren unattended It is csti- 
mated that bctii'cen }()n(HH) - :U)()inn h 
children m \eir )ork State arc un.sujK'n iscd 
tor several hoin\s r.u h daii 

In resp(mse to thisptohlctn theStateof \eu 
York has- undertaken a niitnhet of initiatn cs to 
era omaqc the dei e(opfnent ot si hool-ai/e i hdd 
tare pi oQ rams Diirinq hfSl the Leqislature 
enacted a bill which authorized a tundnni 
pr<fQrarn to support the start-up of neu siho(>l- 
OQC i hdd I are proqrarns This bill was su/ned 
by Coienwr Cuomo m lulif of thai i/ea> 

As par't ot the states cttor't the \ew )o>k 
Sij!e Cifurnil on Chddren and Fannhes h is 
coi/rdmated an mteraq^ m ii profci /. S( hool- 
■\qc Child Care m lonfumtion inth the he- 
partntcrd <>tS(H lalSer'rn es, Pwision for )outh 
and SA/'c' fuhuation Departnu Ut, ami supporled 
bi/ the Pinsion of Criminal histne Serines 
The purjyiSi ot this profcit is to iissist lo^n- 
munitics m startma und opi uitirtq s( luud-aqc 
child tare proiirarns 

fHarmimi arhl in piemen tir.i/ ' new u hom- 
age child care proi/rarn iri'ohes a Sities of 
complex tasks Hesoiinesa lI mtonnation are 
often needed total ilitate su»ryort. arid /Promote 
ttic derelopment ot sji h ptiu, tarns 

The Cournil is dc'vlopnui a series ot A ' 
rucul a'^s^'Staru e paper s to address the needs t>t 
Communities estahlishiruf si hool-ai/e i hdd i are 
programs These paper s di,si iiss the rrnifor steps 
*hat should be taken and otter prai tual suq- 
Qcstions on h(jw to develop i/iialiti/ pro^trarns 
paper provides a beqnnurui ptnnt t^r 
'^■"'**a/.s and lomrniinitif qroup's plannnn/ 
yraws 
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Si'liooi-a^^c ih'' ; cau' proj^rams provide 
child anvlorck n .'./.."^-and middle school 
c h 1 1 lI rc n d u n n 0 1 o m s wh e n pa tvn t s a rc a t 
wotk and ,sch!)(>l is not in session This 
technic.ilaSMstance paper outlines the le^a! 
respon.sil iLty board of directors and 
provides ^u'delnus tor>electin0and main- 
iaininj>aii cliectue hoard for a sJi(M)l-a0e 
child cate program in New Votk State. 

While this paper .shvsses the ver\' impor- 
tant and serious nature ol setvin^ on a 
board ol d rectors, such seivic ^ provides 
anopno)lunitA tor personal rewatds. a sense 
ot r(,ntriiMitinn to the comnninitv is well 
as a direct service to children and their 
lamilies School-a^e ihild care pro^tams 
dii^end or indiMduals who vol intarilv 
donate their time ener^v, and commitment 
to .se»\e on such a coinmiinity boaid 

What Is the Responsibility of the 
Boara? 

i he hoard o| directois ks the ^ovetnin^ 
.)oJv ot (he corpoiation and is le^allv le- 
sponsible tot setting a^cnev policjes and 
oveisci ia^ the operation i>t an elfcLtive 
iind iiSLally sound pio^ram 

-\i^encv p( )liLiestire t Mo.se pnnnples which 
estahlis! ihe (raniework tor prom'an) .)p 
eidhons SpecitiL policies should address 
a^eniv linances, pro^iam design, peison- 
nel. and patent involvement In e<Rh 
instance the a^encv polnv should be 
consistent with the mi.ssion ot the or^^in- 
i/ation 

It is Lusfomaiy to^ompile hoard pohiies 
m u manual tor distribution to new boaiu 



mem bets, stalT. and parents The tollow- 
provides intormation re^'ardin^ spe- 
ckle areas that should he addressed by the 
'.Kjard. 

Fiscal IVIanaj^ement 

The board is responsible for the fiscal 
operation (»f the organization It must 
approve the agency's operating budj^et, and 
it IS legally aciountable tor overseeing e\- 
pendiUires and bookkeeping methods 

One of the mo>t important policy doc- 
umiMits of an a^eniy i> the operatinj^ 
budi^et. because it determines the param- 
eters within which setTices are provided. 
Theretore. hoard members must have a 
i^leat understandin;^ of the relationship 
between proposed expenditures and the 
suices.stul operation of the pro^^ram In 
particular, the level of statf salaries and 
empl(»\LL hoietitN will directly utt'ect the 
inimbets and gualitication.s of staff who 
can be hired, as well as the rate of staff 
turnover In addition, suft'icient equip- 
ment tind supplies are necessatA' to im- 
plement program activities The task of 
Mie board \v:ll be to balame these expcn- 
L.,tuteswithin thcLonstraint.sot the income 
ueiieiated bv the pro^tam 

Members (tr the boatd of directors of 
scho(il-<i^e ihild Lare pio^rams are .)lten 
iiuoKed in divcr^ ■ tasks as paw of the 
budget process, includin^explorinu fund- 
ing options, assisting with actual bud^Vt 
pteparation. and estahlishinjLla p^irent fee 
stale To ensure th<it ti proj^iam is fisLallv 
accoun!able,ii board must develop a t'iscal 
management svstem that provides safe- 



guards from the misuse or mismanagement 
of funds. Safeguards that should be con- 
sidered nicludedocumentingall incoming 
re\enue n a cash receipts journal, pro- 
cedures for cross-cheeking bank deposits 
and receipts, requirements for written 
approval of all expenditures: hKwd approval 
ot large expeni'itures, and procedures for 
issuing checks A regular financial report 
will help the board monitor the current 
financial Status of the program An annual 
independent audit by a certified public 
accountant is highly recommended and is 
often required by public funding sources. 



Personnel Management 

As the legal employer of all agency staff, 
the board of directors is responsible for 
the actions of its employees. Therefore, 
the board must oversee personnel issues 
and program functioning. 

Personnel policies should include the 
agency's definition of a normal work day 
and work week, and a description of the 
agency's wage and salaiy scale. Employee 
benefits such as vacation, sick leave, and 
maternity leave should be clearly .stipulated. 

Personnel policies should also incli'.de 
procedures for hiring, dismissal, proba- 
tionary' periods, staff grievances, and resig- 
nation of employees. Specific job descrip- 
tions should be written and included in 
the personnel policies for each position ir, 
"^n agency. Tasks and designated responsi- 
bilities should be clearly stated and care 
should be taken to ensure that these job 
descriptions meet New York State and local 
licensing regulations where applicable. 

Staff evaluations are an important part 
of personnel procedures. As such, a process 
for ongoingstaffsup vision and evaluation 
should be established. Evaluations .should 
be written, signed by the employee and 
maintained in an official record They 
should be used to plan .staff development, 
correct inappropriate behavor of staff, 
provide information for grievance proceed- 
ings, and. if necessar\'. staff firing. In 
addition, they provide an opportunity to 
reinforce positive employee attributes, 
encourage .staff in their profe.ssional devel- 
opment, and promote an enjoyable, effec- 
tive, and efficient work environment. 

Affirmative action is an important com- 
ponent of personnel nolicies. Such policies 
should prohibit illegal di.scnmination 
against potential and existing employees 
and encourage a staff to be culturally and 
ethnically repre.,entative(^f the community 
it serves. 

One of the board's most important tasks 
is the selection of the director who has 
day-to-day respoiisibility for program ad- 
mini.stration. There is sometimes confu- 
Q I between the tole of the board and the 
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role of the director. While the role of the 
b(Mrd includes establishing policv and 
overseeing the program, board nKnibers 
do not usuallv become involved in the n >u- 
tine lunctioningot piogram operation It 
IS e.s.sential. therefore, tor each progKiin to 
clarifv the respective roles ot the boaid (►f 
directors and the director of the pro<^rani 
in a manner that will tacilitate ongoing 
communication and mutual respect 

Who Should Be Recruited to 
Serve on a Board of Directors? 

Pn)spective board members should be 
interested and committed to the mission 
and goals of the program and have time 
and energy to devote to the organization 
The board of directors should represent 
the ethnic diversit\" of the community' .served 
by the program and should provide a 
balance between men and women For 
school-age child care programs, it is partic- 
ularly important to have parents repre- 
sented on the board. 

Board members ideally should provide 
e.xperti.se from diverse perspectives, and 
individual members should be recruited 
and selected for the specific skills and 
support that they can offer the pn)gram. 
Board members should be chosf**: who 
provide an e.s.sential link to community 
agencies {eg., public .schools and youth 
.serving agencies Land to community' leaders 
who have influence and access to resources 
It IS aLso important to cho'».se members 
who have skills in fi.scal management, 
administration, legal i.s.sjes, funJraising. 
and programming. 

How Is Effective Board Main- 
tained? 

Because board members are volunteering 
their time, it is particularly important to 
conduct effective and efficient meetings 
Therefore, an agenda should be prepared, 
followed, and p**cferabl\ a written notice 
of the meeting should be sent to board 
members one week prior to the meeting 
Attendance can be encouraged by estab- 
lishing a regular meeMng time and place, 
and ifnece.s.sar\', providing transportation 
and child care to allow parents to attend 
meetings. 

F^dch member's participation should be 
encouraged and recognized. This can be 
accomplished by involving board memners 
in committee responsibilities in areas ot 
their.specificexperti.se and interest. During 
full board meetings, committee members 
will have responsibility for reporting on 
issues related to their committee. In this 
way. each board member plays in impor- 
tant role in the operation of the agency. 

Assigning .specific task.s to committees 
enables the board to function more ctfi- 
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cientiv The Lonimittee sti uctute permits 
maximum participation of each member 
in the operation ol the agencv and re- 
duces the n u\r her ot issues that have to be 
discussed and decisions that have to be 
made b\ the t'ull board Committees can 
include people other than boatd members 
which IS a u.setui mechanism to increase 
community participati )n. 

To function eft'ecii\ely as a board mem- 
ber individuals mu.st have specit'ic skills, 
program knowledge, and tin. ability to 
communicate and make decisions within 
a group Therefore, ongoing board training 
should be provided to develop these skills. 
Workshops on such topics as commu- 
nication skills, group process, and fiscal 
management can enhance the skills of 
board members. 

A thon)ugh orientation should be pro- 
vided for ne.v board members that famil- 
iarizes them with the mis.^ion and goals of 
the agency, it3 policies, a tour of the facilities, 
and an opportunit' to oKserve programs 
in opciation Direct contact with the pro- 
gram ill help board mjmbers maintain 
their interest and teel that their contrib- 
utions are valuable 

What Is the Personal Responsi- 
bility and Liability of a Board 
iMember? 

A board of directors is provided the legal 
protection of limited personal liability 
through incorporation. However it is 
important for board members to understand 
their legal responsibilities and the impli- 
cation of these responsibilities as it relates 
to the liabilitv'of the corporation and thcm- 
.selves as indivnlua^s 

The board has ultimate responsibility 
for executing all contracts involving the 
agency and should discu.ss all such con- 
tracts. Board ()•- .staff members .should 
sign contracts accompanied by the name 
of the pn)gram and the official capacity of 
the signatotT .so that a signatuK ^es not 
result in individual liability. 

Personal liability of board membe*'sonly 
occurs when illegal or improneracts have 
been comm itted or auth( )nzed A particular 
area of concern is the failure of the cor- 
poration to pay withholding taxes which 
can result in the personal liability of board 
members Therv* fore, board members need 
to be actively involved m the fiscal man- 
agement of ihe corporation by approving 
the budget, reviewing monthly written re- 
ports ofoperatingexpen.ses and revenues, 
analyzing an annual independent audit, 
and implementing appropriate recom- 
mendations of the audit report. 

Injuries .sometimes occur in the routine 
activitiesof .sch(K)l-age child care programs. 



Legally, an accident refers to a specific 
type of injury which was unforeseeable or 
one for which all reasonable precautions 
have been taken. Nonetheless ne^Ii^ence 
can be determined when there is: a breach 
of the duty to protect children, a failure to 
conform to licensing standards, an indi- 
cation that the breach of dutv caused the 
injurv'. and a demonstration of actual iniun* 

Since injuries may t)ccur. the board of 
directors has a responsibility to dew lop 
routines and pn cedures which will be 
implemented by thedirector of the program 
in the event of an injur>'. The board also 
has the re.^ponsibihty to promote a safe 
environment with appropriate equipment 
and r general policy of safety by devel- 
oping procedures which reduce hazards 
from injury or illness. To further protect 
both the staffand the children, it is crucial 
for a school-age child care program to 
a^'quire appropriate liability insurance 

A child caie center employee wlio inten- 
tionally harms a child is liable for criminal 
penalties, and ultimately, both the indi- 
vidual and the organization itself may be 
liable for civil damages. The corporation 
as the official employer is responsible for 
the actions of its employees in the course 
of their duties. 

Since a school-age child care program is 
responsible for the actions of its employ- 
ees, it IS important for the board to im- 
plement an effective system of personnel 
administration. In addition, the board 



should monitor hiring practices, program 
functioning, and the implementation of 
personnel policies wh<ch address the on- 
going evaluation and supervision of indi- 
vidual staff members in conjunction with 
staffdevelopmjnt activities, and encourage 
staff awarcne.s.s of saletv m proi^iam activ- 
ities and the environment 



For Further Information 

individuals involved iis planning pro- 
grams should obtain resource material and 
contact knowledgeable people who have 
already established programs to learn from 
their experiences For a list of available 
papers and the name of programs and 
resource people in yourarea. please contact 
the School-Age Child Care Progtam at the 
New York State Council on Children and 
Families. Mayor Erastus Corning Tower, 
28th Floor. Empire State Plaza. Albanv. 
New York 12223. (518) 474-62^3. 

The folloA'ing resources wi!i provide 
u.seful information for those involved in 
developing a board of directors. 

A Handbook for Day Care Board Mem- 
/?tT.s\edited by Secor.isa pat ucularly useful 
resource on forming and maintaining an 
eitective board for child care programs 
This iiandbook ($10.50) can be obtained 
bv writing to the Day Care Council of New 
York City at the following address: 

Day Care Council of New York. Inc 

22 We.st 38th Street 

New York. New York 10018 



Information packets ('s3 00) and fact 
sheets (S 25) covering such topicsas board 
training kindraising.and management tor 
n(tt-lor-prolit or^ani/atiuns are available 
Irom theor^^anization. Brookivn In Touch, 
at the following addiess 

liiiormation Center 
101 Willoughby Street - Room 1508 
Biooklvn. New York M210 
(718) 237-9300 

leaden. R .Cien.ser. A . Ix^vincJ <Si Seligson. 
M (1982) Schook\qc Chdd Can\ An 
\c ho i: Manual Boston Auburn House 

Hummel. J (1981). Starting and Running 
a Sonprotd Organization Minneapolis, 
iMN- University of Minnesota Press 

Resources for Child Management (1985). 
Legal Issues for Child Care /^oviders. 
Summit. NJ: '\uthor 

Resources for Child Management (1985). 
Making Child Care Work: Managing 
forQualitg. Summit. NJ: Authcir 

Secor. C (Ed (1984). A Handbook for 
Day Care I xtard Members, (2ndedjS^y^' 
York. Dav Care Council of New York. 
Inc 

YMCA of Greater New York and Council of 
New York Law Authority. (1982). The 
Legal and Requlatory Affairs Manual: 
A Guide for Sew York Aot-For-Profit 
Organizations New York' Author. 
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Throu(jhout Xcir York State, significant 
changes arc <n c umng in fannly life In par- 
ticular, there IS an increasing number of in )rkinq 
parents with school-aqe i hikhi n and an in- 
creasing number of sinqle parenis ( he of the 
( onscqnence^ acc ompaniimq these i hanqes is 
the large number of t hilciren m need of school- 
aqe child care when school is not m sessnm 

When chid care for school-aqe cmldren ,s 
unavailable, parents who must work are fori ed 
to leave their children unattended It is esti- 
mated that between 100 (HH) - :U}0,000 suth 
chddren in \eiv )ork State are unsuperi istd 
tors J vera I hours eac h da*j 

In response to this problem the State of \ew 
)orkhas undertaken a number of initiatives to 
encourage the development of school-aqe child 
care proq rams Dunn, NSl the Leqislatute 
enacted a bill which authorized a fiindinq 
proqram to support the start-up of new si hool- 
aqe i hild i are proqrams This bill u as siqned 
bif (i(n em<tr Cuomo in hilif of that i^ear 

\s part (tt the states eftott the \eu )(>rk 
State Council on Children and Families has 
coordinated an mteraqemi) project, School- 
\qe Child Care, m ccmpinctum inth the De- 
partment ofSoc lalServic es I )ivisi(m for ) outh 
and State Echic atton Dcfxirtment. and supported 
bi) the Division (ft Criminal Justice Services 
The purpose ot this project is to assist com- 
munities m startmq am! operutmq sc hool-aqe 
c hi Id care proqrams 

Plannmq and impLmentmq a new school- 
aqe c hild care proqru v involves a series ot 
ccmiplcx'tasKS Hesou. esand mtormatum are 
often needed to tac ilitate. support, and promote 
the development of sue h prnqnims 

The Conned is developmq a sern's ot tech- 
nic al assistam e papers to address the needs of 
iomwiinitics establishmq sc hool-aqe c hild c are 
proqrams These papers dis( uss the ma/or steps 
that should be taken and offer prac tual siuj- 
gcstums <m h<nv to develop quality proqrams 
Each paper provides a beqinnmq p 'tnt t<ir 
individuals and ammuniti) qroups plannmq 
'--^Q-^-ograms 



Meeting the 
Developmentdl Needs of 
Children in School-Age 
Child Care Programs 



School-age child care programs provide 
child care foi elementan'and middle school 
children during the hours when pa.cnts 
are at work and school is not m session. 
This technical assistance paper offers 
suggestions for program activities based 
on child development, and offers techniques 
for working with groups and individual 
children. 

Why is it Important to 
Address the Developmental 
Needs of Children? 

While childrtn are temperamentally 
different and their rates of growth var\', 
there are predictable patterns of develop- 
ment during the middle years .f childhood 
Throughout this period, social needs usually 
intensify and st»ift from family to peers as 
children become more aware of the world 
outside of home. As children mature, they 
become increasingly able to understand 
that there arc generally accepted rules tor 
behavior at sch')()l and in the community 

An effective program provides activities 
that are matched to the developmental 
stages and interests of the children Such 
a program fosters feelings of awareness 
and self-esteem .n children, while at the 
same time exposing thein to new.challeng- 
ingexperiences Family values and cultural 
traditions are respected and parent par- 
ticipation IS encouraged at every levei ol 
program planning, implementation, and 



evaluation. Careful provisions are made 
for individual special needs or handicapping 
conditions. 

Understanding some of the developmen- 
tal issues between the ar!es of five and 
fourteen will help staff in planninga range 
of activities to meet the diverse needs and 
interests of individual children Knowledge 
of child development, however, is only the 
beginning. The heart of an effective pro- 
gram lies in the sensitivity, commitment, 
and skills of staff members as they get to 
know individual children and promote 
feelings of unity and cooperation within 
the gn)up 

What are Some of the 
Common Patterns of Child 
Development? 

During the first five years of life, yourg 
children establish a sense of trust in the 
people who care for them They begin to 
understand that they exist as persons apart 
fr()m their parents, and that they possess 
the ability to make independent choices 
and decisions. They learn to have confi- 
dence in their own creative ideas When 
these healthy feelings of tru.U, autonomy, 
and initiative are well established, children 
ol school-age begin to he interested in 
learning skills. As children gro : older, they 
move away frc^m pl-ty that is primarily 
experimental and exploratory and toward 
more purpo,scful. product-oriented 
activities. 
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This move toward product-oriented activ- 
ities can be seen, for example, in the move 
from the joy preschoolers experience in 
hammering for its own sake to the elemen- 
tary schooi-age child hammering to make 
a recognizable object. Over the years, the 
crude attempts of a six orseven year old to 
hammer together a clumsy wooden boat 
evolve into the meticulous efforts of a pre- 
oreariy adolescent to construct an elaborate, 
scaled model of a boat. 

The school-age child also begins to move 
away from the world of pretend and make 
believe, and to unuertake tasks that are 
reality-based and product-oriented. Thus, 
while a five-year old may still be content to 
pretend to cook at a play stove or in the 
sand pile, a twelve-year old may be inter- 



ested in preparing an entire meal for the 
family. As children struggle to move from 
play activities toward skill master\', (hey 
can become their own most severe critics 
and will need help mestablishingrealistic 
goals and standards for themselves and 
their friends. 

One of the most striking characteristics 
of the middle years of childhood is that 
children form a specia) subculture with its 
own traditions, games, tasks, values, loyal- 
ties, and rules. Program activities should 
capitalize on this, providing ample oppor- 
tunities for children to form their own 
groups or clubs, and allowing children to 
plan and develop their own projects such 
as plays or newsletters. 

Adult recollections of childhcxxi are often 



roote'i In their grade school years and these 
recollections can help them be sensitive to 
feeiinns and opinions of children. Recalling 
th'j exqu isite agony of pushing one s tongue 
against a very loose tooth can help most 
adults be more patient with a seven-year- 
old s ambivalence about pulling her own 
very loose tooth. Being the last member 
chosen for a team, the only child wearing 
the wrong kind of sneaker, or being teas 2d 
because one is the largest, smallest or 
skinniest child m the group are among 
childhood experiences that can have a 
lasting effect upon self perceptions. Reflect- 
ing on Similar childhood experiences can 
help an adult he more compassionate, 
positive, and supportive 



What Program Activities Should Be Provided in a 
School-Age Child Care Program? 



In plannin^a school-age program, adults 
should be aware that each child is develop- 
ing a sense of personal competence as 
well as a perception of himself or herself 
as a member of the social world away from 
home. A wide variety of activities will provide 
children with opportunities to discover new 
interests and develop new skills. The ages, 
interests, and temperaments of individual 
children will be important considerations 
in the selection of specific activities for 
them. 

Space, time, and staff assistance may be 
available to children who want to do home- 
work, but It is not recommended that 
homework be required or become the focus 
of the program. School experiences may 
be supplemented or complemented, but 
not be repeated m the hours before and 
after school. It is important to be sensitive 



to parental views about homework and to 
reach a balanced program approach. Th 
following list, while not inclusive, provides 
a variety of ic^eas for activities m school- 
age child care programs. 

Animal Science 

Art Activities (e g,. paint, markers, 

crayons, clay) 
Clubs (e.g., 4H, Scouts) 
Community Senices 
Computers 
Construction 
Consumer Economics 
Cooking 
Cosmetology 

Crafts (c.g, macrame. lewelrw knitting. 

models, leathenvork) 
Current Events 
l)ance and Creative Movement 



I)rama (e.g.. play.s, puppets) 

Exercise Classes 

Field Trips 

r )eign Languages 

' cePlay 

Ijames 

Croups Discussions (e g., rap group.s. 

counseling, group meetings) 
Cymnastics 

Literature (e.g , hooks, stories, poems) 

iMovies 

Music 

Nutrition Education 
Parental I lobbies 
Photography 

Sports (e g, swimming and team sports 

.such a.s kick hall) 
Woodworking 



How Can Program Activities Meet the Specific 
Development Needs of School- Age Children? 



Many of the activities listed above ate 
applicable to school age children. However, 
it is the task of staff to adapt and expand 
on such ideas to meet the needs and inter- 
ests of the children. Therefo. ..the following 
four pages contain descriptions of stages 
of child development: 



The Transition Years - Fire ana Six )car 
Olds 

The M 1 Jdle Years ~ Six tc A inc Year ( Vc/.v 

Tlie Preadolescent Years - Xine to Tivehv 
Year Olds 

The Early Teen Years - Tirelre to Fourteen 
Year Olds 



The implications for program activity 
for each of these developmental periods 
are discussed to provide general guidelines 
for planning age appropriate tasks and 
experiences. 
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The Transition Years - Five and Six Year Olds 



Sometimes exuberant, often shy, five and 
six year olds present a special challenge to 
staff in school-age programs. Because they 
have only recently emerged from the pre- 
school world of home and parents, new 
routines, relationships, and activities re- 
quire them to make major adjustments. 
When they feel rested and confident, five 
and six year olds may greet new people 
and experiences with delight. On the other 
hand, if they are tired or under stress, they 
may behave in ways that seem more char- 
acteristic of much younger children. For 
example, they may cling to familiar adults, 
routines, or old comforts such as thumb- 
sucking. Seemingly grown up at one time, 
at another a child may scramble into an 
adult's lap, snuggle up against a story teller, 
or retreat to a solitary place, perhaps to 
think private thoughts and prepare to face 
again the demanc^s of life away from home. 

Play continues to provide useful and 
powerful opportunities for five and six year 



olds to arrange and rearrange the raw 
niaterials. tovs. and relationships that allow 
them to enact the themes and seen js they 
obs *rve and seek to master. Play themes 
can )ften become complicated, absorbing, 
and sustained. Unlike preschoolers, five 
and six year olds can cooperate inelaborate 
fantasies which may continue for hours or 
even days and weeks. While they require 
adult help in continuing cooperative re- 
lationships and ftndingappropnate props 
and materials, their ability to dramatize 
and re-enact themes of interest to them 
enables them to become absorbed in rich 
and complicated play that is deeply mean- 
ingful to each participant. 

Intellectual skills are expanding, although 
children of this age often interpret language 
quite literally and. as a result, sometimes 
form bizarre images of the world. For 
example, hearing an aduit exclaim, "Mrs. 
S. has gone to pieces over her son's 
accident!" can produce revealing expres- 



- — Program Implications 

activities in small groups, nutritious snacks, 
and opportunities for self-directed play 
alone oi with friends are essential compon- 
ents in a program for the youngest ch ildren 
in a schoo!-age child care setting. 

Blockbuildmg. dramatic play, and creative 
arts allow children to make sense, m con- 
crete, participatory fashion, of the world 
theyobserve, from fresh and inexperienced 
points of view. Books, stones, and puppet 
shows encourage language development 
and promote readmgandcoinmunication 
skilk Children m this age gn)up need many 
opportunities forvigorous physical activity 
with limited emphasison structured. Lom- 
petitive sports Many of the same materials 
found in good preschool classrooms will 
he used by fiveand six yearolds m increas- 
ingly organized, sustained and varied ways. 
As language, physical and social skills 
develop, childr'n become more able to 
function in conge'iial peei groups and to 



sions of shock and horror on the face of a 
live or SIX year old Children are also forming 
a primitive code of right and wrong in 
which fairness becomes an important, often 
disputed, component. They continue to 
need adult help in interpreting and abiding 
by the rules and traditions of our culture. 

Sometimes staff members feel they are 
notfultlllingtheirresponsibilitiesifchildren 
spend time structuring their own play 
activities. However, five and six yearolds 
are often overly regimented It is sometimes 
easy to forget that five and six year olds 
enjoy long periods of free play. They need 
time, space, and opportunities for play 
under the careful supervision of staff who 
will help them maintain cooperative social 
relationships and provide props and mater- 
ials to enrich play experiences. 



carry out complicated themes in play o\er 
days or even weeks. 

The role of adults witn five and six year 
olds IS to: 

— provide firm, loving supervision with- 
out too much interference: 

— observe carefully in order to provide 
appropriate space, props or time for 
elaborate child-initiated play and 
sequences; 

— plan ample concrete experience to 
encourage new "play themes'' as 
needed: 

— recognize the need for rest, privacy, 
a. id individual attention, and. 

-establish a rhythm of active quiet, 
inside Outside activities that is predict- 
able and enjoyable 



Five and six year olds are often tired 
afteraday in school. Some children unwind 
through vigorous physical activity and enjoy 
time spent on jungle gyms or other large 
equipment, or in spaces appropriate for 
running and letting off steam. Other ch il- 
dren prefer to make the transition from 
school to child care quietly, perhaps linger- 
ing over a snack to talk with a trusted adult 
or friend. Physical comfort needs, such as 
toileting or a change into play clothes or 
shoes may be part of a necessary transition 
activity. 

Because five and six year olds are rela- 
tively inexperienced with life away from 
home and parents,sustained relationships 
with a fewaduL may be more appropriate 
than a program that re quires them to relate 
to a new adult with every change of activity. 
Continuityof relationships with nurturing 
adults, an atmosphere that is calm and 
accepting, a choice of simple, interesting 



The Middle Years - Six to Nine Year Olds 



The life of a six to nine year old is full 
and demanding. In addition to leaving home 
and establishing themselves as members 
of a school and a peer group, children in 
our society are expected to acquire a 
number of skills. Some of these skills 
demand intense concentration, persistence, 
and hours of practice, yet few of them are 
recognized as important in formal learning 
programs. Adults who are sensitive to the 
needs, interests and increasing maturity 
of children will acknowledge the importance 
of each child's masteo' in learning these 
types of tasks, 

whistle 

snap finger and thumb together 
ride a bike 
roller or ice skate 
tell time 

cross street safely 
use a telephone 
read and write 

tell jokes, riddles and other "funny th mgs " 
rely on adults other than parents and 
teachers 

play games with rules such as checkers. 



Planning programs for six to nine year 
olds may be similar to planning a smorgas- 
bord meal with a wide variety of activities 
to sample, thus allowing children many 
choices. Although some children in this 
age group may show strong preferences 
for a particular sport, game, or computer 
activity, effective programs offer several 
choices. In addition to structured activities, 
children need time to make triends, estab- 



marblcs, jacks, hopscotch 
(iciH'lap rollcrtunis (hottlc aip"- haschaU 

cards, coins, etc ) 
assimilate the rhymes, rites and ntuals of 

childhood 

acquire knowledge of the songs or music 
enjoyed by the peer group 

Children of this age group are willing to 
learn almost anything, particularly if adults 
they like and respect are interested and 
enthusiastic. 

Early grade school youngsters often 
welcome evidence that they have succeeded 
at important tasks, Checkingoff completed 
lists of chores, reading posted schedules, 
receiving stickers or badges may be effective 
m reinforcing positive behavior because 
they provide concrete evidence of success. 

Although children in this age group are 
learning that our society frowns upon tears, 
most of them still cry when angry, insulted 
or hurt. They will need reassurance from 
adults that expressing feelings in this way 
is acceptable, and they will also need adult 
protection from teasing by their peers. 



Program Implications 

lish small groups, and have opportunities 
for discussion and contact with an adult 
who IS able to relate lo them in a predictable 
and stable fashion. Such av:ti\it\ mav 
informal, but it is we^' supervised by staff 
Although children of this age can seem 
verv'mature. many of them are still working 
on the developmental tasks of the pre-school 
years, and almostall of them regre.o undei 
stress, r)ver-stimulation. or when they are 



KxceSMve tattling often peaks during these 
years and staff will need to make firm 
statements to children to help them focus 
on their own behavior, while understanding 
when it IS appropriate to call sta ff attention 
to the action of others. 

Dunng these years, children establish 
moral codes and often have a strong, even 
rigid, sense of what is wrong or right, fair 
or unfair. They tend to see only one side of 
an issue at a time and have trouble thinking 
about extenuating circumstances, or con- 
sidering two moral principles at once 
Although they can often be kind ai,.^ 
compassionate, their ability to empathize 
will be overshadowed b> their emerging 
moral convictions and they may be severe 
in their condemnation of their own. or a 
peer s behavior. Staff should involve them 
in establishing clearand simple rules under 
which the program can function. Posting 
these rules in places that are clearly visible 
will reassure children that the program is 
consistent and predictable, and may prevent 
arguments among children and between 
children and staff. 



tired A relaxed atmosphere, a rich play 
environment in which children structure 
their own activities, small groups, and a 
nurtunng stafl. are key components in a 
good pn)gram for thisage group. Children 
of all ages need opportunities to be by 
themselvi*< to rest, read, think, ordraw; six 
to nine yccir olds may need help in recog- 
ni;<ing. as well as meeting this need. 



o 
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The Preadolescent Years -Nine to Twelve Year Olds 



During the period beh\'ecn nine and 
hv'elve years of age, children become in- 
creasingly anxious to grow up. In fact their 
behavior can be far more organized, more 
sustained, and generally more mature in a 
relatively short period of time. Their need 
for lovingand supportive relationships with 
adults may be camouflaged by their intense 
loyalty to a peergroup. The self-image of a 
child in this age group is often v'ery fragile 
and depends to a large exten t on recognition 
and acceptance from friends. 

Some nine to twelve year olds may 
experience a sudden growth spurt. Rapid 
growth acceleration can be expected for 
gills between the ages of 10 to 14: for 
boys, it occurs more generally between the 
ages of 12 to 16. It is common to see girls 
of this age tower over boys; and it becomes 
important for adults not to predict age on 
the basis of physical development alone. 
Rapid physical growth and changes brought 
on by the onset of puberty can be both 
puzzling and disturbing to pre-teens. Girls 
may begin to menstruate and experience 
breast development and boys may be 
alarmed by wet dreams. Both boys and 
girls may be confused by the barrage of 
information and misinformation they 
receive about sex from friends and the 
media, and alarmed by emerging feelings 
of sexuality. Ch»ldren may engage in secret 
inspections of their bodies as they check 



to see. for instance, if puhic. underarm or 
facial hair is appearing, and to assure 
themselves that they are normal. Some of 
the anxiety children feel around phvsical 
growth issues may be expressed in bathroom 
humor, d itx' jokes, interest in magazines 
with pictures of naked women and men. or 
in subtle or overt hostilitv' toward peers of 
the opposite se.x. or even toward a member 
of the same sex whose appearance or 
behavior seems to be different from their 
own 

Most children begin the early years of 
middle childhood from the ages of five to 
eight with self-centered thinking. It is 
difficult forthem to take anotherperson's 
point of view because they have neitt er 
the developmental maturity nor the e.xper- 
lence to think as adults do. Between nine 
and twelve, children begin to nderstand 
another point of view, although they may 
need adult help in accepting or acting in 
response to what they can intellectuallv 
comprehend. In addition, childrencan now 
think about and understand why things 
happen and they can make predictions 
aboutwhat might happen in certain situa- 
tions over a period of time. Tney are 
beginning to reason deductively 

This mori. mature ability to think and 
reason, combined with increasing physical 
skills, and a developing commitment to 



the peergroup leads children to develop 
passionate interests or hobbies in which 
thev may remain interested over a period 
of time. The five to eight yearold might be 
described as a sampler who is eager for 
new experiences, anxious to tr\' any inter- 
esting new activity, welcomingopportunities 
t(j participate m varied program act'vities. 
In c(mtrast, nine to twelve year olds may 
have strong opinions about the activities 
they will or will not enjoy. If they have a 
strong interest, be it baseball cards or 
geology, they will want to pursue that 
interest over a period of time 

Adults who work with nine lo twelve 
year olds may be faced with a wider range 
of individual differences than exists m 
almost any other group. Children in this 
age group come in all shapes and sizes, 
and are at varying stages of emotional and 
ph ysical matunt>'. They are trying to become 
independent of adults while at the same 
time establishing themselves in a peer 
group. Children of this age are sometimes 
very concerned about not being normal or 
not having f. iends. They may begin to feel 
responsible for their parents or to confront 
social injustices and world problems such 
as hunger, prejudice, nuclear war. home- 
lessness, and disease. These discoveries 
are often painful, and the pain may be 
compounded by the children's realization 
that they are still too young to have much 
of a positive impact. 



It is important that children have ample 
opportunities todiscuss theirthoughts and 
feelings. Children need help from adults 
in defining the roles thev can play in 
creating a world that is safe and healthy. 
Time for discussion, reflection, reading, 
talking with a friend, must be balanced 
with opportunities to explore a hobby, sport, 
or a special interest. Health education 
activities in areas of nutrition, and personal 
hygiene can be introduced informally in 
response to expressed interest and direct 
questions from chi' '^en. 

Time for comfortable group discussion 
and for impartin,'^ information to the total 
group should be balanced with time frr 
children to be alone, to read or chat with a 
friend, or with a friendly adult. Younger 
children may be veo' direct in expressing 
confusion and fears. Nine to twelve year 
olds often have a great, but sometimes 
fragile sense of personal dignity. Any action 
on the part of an adult that might cause 
them to look silly or inadequate in front of 
their peers is an action to be avoided. 
Dealing with the emo^'onal. and social 
rh^n<tos brought about by dramatic physical 
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Program Implications 

growth should bea majorconsideraticm in 
planning programs for pre-teens. Staff 
should be well-informed and have available 
the e.xcellent array of books about fictitious 
characters coping with the same human 
problems confnmtmgchildren in this age 
group, 

(injup experiences should be arranged 
carefully to build on the strength of all 
civldren in the group \*anety may he 
necessar\' to ensure that each child has a 
chance to excel. Social interactions and 
the development {)t friendsh ips are oi crucial 
importance for children. Adult> will W- 
important in pointing out that. forLxample. 
a child may not sing as well as others, hut 
she IS a great addition to a Softball team. 
VVithout strong adult models oi kindness 
.md compassion, children can sometimes 
appear to be insensitive or cruel toothers. 
A major program emphasis should include 
group discussions to establish ^iisensus 
on standards for behavior, tairness. and 
consideration of the needs oi each individ- 
ual, with emphasis on supporting strengths. 

Developing expertise m a sport or physical 
activity can be one way to help a nine to 
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twelve yearold feel competent and in control 
ofhisorherbody. However, not all children 
experience success in physical activities, 
so programs will have to provide other 
ways for them to build and increase self- 
confidence The role of the adult leader is 
critical in achieving this goal. 

The list of activities planned for nine to 
twelve year olds may he similar to that 
u.sed with younger children, hut ohser\'a- 
tions of the children will enable staff to 
adapt the activities very differently in 
planning a developmentally appropriate 
program For example, during one three- 
hour period, a six yearold might listen to a 
stor\\ play in the sandbox, ride a bike, 
paint a picture, engage in a brief group 
game, and spend time talkingand giggling 
with a friend. During that same period, 
(me 12yearold may be completely absorbed 
in a game of ches.s. while another works on 
a model and li.stens to music, a third devotes 
herselfentirelvtoa g' iie of baseball, and 
a fourth sits under a tree and talks to a 
friend. 



The Early Teens - T%velve to Fourteen year Olds 



Undei-standing the dramatic changes that 
occur as children enter the teen ye^rs should 
be helpful to adults as they establish or 
maintain comfortable relationships with 
young adolescents. Rapid physical changes, 
combined with wide variation among indi- 
viduals, tend to make adolescents extremely 
sensitive to their appearance. At no other 
time in life are feelings about the self so 
closely tied to feelings about the body. 
Physical appearance also affects the ways 
in which adults and peers treat an adoles- 
cent. Teens who have a rapid growth spurt 
may be treated as adults while those who 
have not grown as quickly continue to be 
treated as children. 

The physical changes of pubescence can 
also affect emotions. Cyclical changes in 
hormonal balance are associated with 



changes in emotions, behavior and think- 
ing. Since the.se cycles nre new to adoles- 
cents, they may not be handled well 

The most important mental change 
dunngadoiescence IS growth inthecapacit>* 
for abstract thinking. This capacity to think 
about many possible realities becomes a 
fascinatingactivity and may be increasingly 
important as the adolescent establishes a 
personal mora! code. Rules and principles 
simply accepted from parents and other 
authorities are essential to children, but 
adolescents need to think through rules 
and principles and consider the alternatives 
in order to adopt or adapt them for 
themselves. 

One of the most obvious social changes 
for adolescents is the initiation of interest 
in and interactions with young people of 



th J opposite sex. U^arning to handle the 
emotions ind behavior thnt go along with 
attracting and forming emotional attach- 
ments can be stressful in addition to being 
exciting. 

Adolescents undergo dramatic physical 
and mental changes in a short period of 
time, and their place in society often seems 
confusing to them. Adolescents need guid- 
ance and support in establishing themselves 
as contributing members of the society. 
Adults who are effective in working with 
adolescents must be flexible and willing to 
accept a variety of behaviors and encourage 
you ng people to make choices and become 
more independent At the same time, their 
flexibility must be balanced with the ability 
to set and enforce limits for appropriate 
behavior. 



Young adolescents need opportunities 
to exercise their rapidly changing bodies 
as well as opportunities for rest and relaxa- 
tion. Adults should encourage a balance 
of competitive and non-competitive physical 
activities. The development of skills and 
talents are important in fostering self- 
confidence and self-esteem and may bolster 
an adolescent's status in a peer group. As 
young people develop the capacity for 
abstract thinking, they can be e.^couraged 
to find value in a wide variety of social, 
intellectual and artistic activities, in addition 
to the physical sports which often hold 
a permanent place in programs for 
adolescents. 



Program Implications 

Positive adult role models will help young 
people affirm their identification with their 
racial, ethnic or gender group as well as 
gently challenging their stereotyped views 
of their own or other groups. Adults can 
encourage adolescents to express feelings 
and thoughts through dance, writing music, 
art or any other medium available in the 
community. Perhaps most important of 
all, staff can help young people see them- 
selves as useful citizens by making it 
possible tor them to make r.eaningful 
contributions to their communities. For 
example, some programs give adolescents 
theopportunity to be involved in commun- 
ity ser\'ice activities, such as visiting elderly 



people contlned toanursinghomeorcaring 
for younger children. Since young adoles- 
cents have a need to prove their competence 
and exhibit achievement, it may be impor- 
tant for staff to encourage projects which 
require a serious commitment and sus- 
tained effort resulting in a formal produc- 
tion or product such as a drama production 
or publication of their writing, or exhibit 
of their artwork Assuming responsibilities 
forservice within the program or commun- 
ity car be important in reinforcing an 
adolescent's sense of personal importance 
or self-worth. 



How Can Group Behavior Be Managed in a 
School-Age Child Care Program? 



Adults who have an understanding of 
child development and who may be well 
acquainted with several school-age children 
are often surprised at the unpredictable 
nature of groups. Sometimes, kind, 
cooperative, and helpful, chilaren in groups 
can also be cruel, defiant, and destructive. 
While all six of th^se charactenstics can 
be exhibited by the same child within a 
twenty-minute time span, some children 
have periods of time when one or two of 
these traits may seem to dominate their 
personalities for hours, days, or weeks. 
Particular personalities of children can 
combine in ways that have a dramatic effect 
upon mood, tempo, and general cohesive- 
ness of a group. 

Eachgroi o has a different dynamic which 
functions a unique personality. Some 
groups are turbulent, while others are 
harmonious almost from the first meeting. 
The emotional functioning of a group can 
be affected by experiences children have 
had at home or in school, weather condi- 
tions, or unusual or special events such as 
holidays, ^t times, even under the best 
conditions and with skilled sensitive !^der- 
ship, group activities can fall apart. Some- 
times overly high or low staff expectations 
can feed group instability and at other 
times there may be disruptive circumstances 
outside the control of the staff member. 

It IS important for tlie adult and the 
group memb-^rs to realize that when this 
happens, \l is not necessanly anyone's fault 
Instead of allocating blame, staff can 



verbally describe what seems to be happen- 
ing with the group in a nonjudgmental 
and direct manner. Staff acknowledgment 
of the disruptive activity wi II not necessarily 
improve the situation and it maytemporanlv 
make it even worse. However, the children 
will hearthatstaff are not angry or punitive 
and theacceptingattilude may catch their 
attention. 

If possible, the larger group should be 
divided into smaller groups. A staff leader 
can request the group to choose activities 
in pairs or groups of three. Staff can then 
circulate quietly among small groups in- 
stead of trying to remain in control of a 
large one. In addition, it should be possible 
forthose participants who want to concen- 
trate on a project or activity to do so in a 
protected space. Staff should continue to 
supervise the rest of the group for safety 
reasons, but not force them to join the 
activity. 

As a group develops cohcsiveness, pat- 
terns of communicating and relating to 
one another occuramong the participants 
of the program. It is important for staff to 
recognize these patterns so that they can 
ensure that individual children are not 
excluded from activities or treated badly. 
It IS also important for staff to recognize 
that changes in the make-up of the group, 
such as a child leaving or entering the 
program,can be disruptive, causingchanges 
in patterns ofcommunicatingand relating 
to one another. 



To create pos.hve group interaction in 
school-age children, some or all ot the 
following suggestions may be useful. 

- Respond to children's ideas seriously 
and respectfully. 

- Provide a choice of activities for 
children 

- Allow children to establish their own 
pace in the program by providing areas 
for relaxation as well as for vigorous 
physical activity. 

- Provide opportunities for children to 
play alone as well as with friends. 

- Establish v les which are simple, clear, 
and consistently but pleasantly 
enforced. 

- Develop friendly relationships with 
children; staff are neither teachers 
nor parents, but are instead trusted 
and respected adults. 

- Encourage communication among 
adults and children which includes 
discussion of positive and negative 
feelings, as well as conversations about 
activities and events. 

Staff who work with mixed age ( y\ps 
may face a particularly difficult challenge 
in creating a sense of unity. Children may 
benefit from interactions with peers who 
are slightly older oryounger than they are, 
but mixed age groups usually require a 
more flexible schedule, more varied activ- 
ities, and more opportunities forchildren 
to work and play in small groups. 



How Should Problems With an Individual Child's Behavior Be 
Addressed in a School- Age Child Care Program? 



Children's behavior is often interpreted 
by staff to be the direct result of the h ome 
environment or of the parenting techniques 
children have experienced. While families 
and neighborhoods are certainly powerful 
influences in children's lives and on tne 
development of their personalities, it is 
also im portant to consider individual tem- 
perament in understanding a child's 
behavior. 

Examining how a child deals with change, 
responds to new experiences, is distracted, 
persistent, or predictable can help staff 
understand a child's behavior without 
judging or labeli ng the behavior in negative 
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terms. Clearly, some children are temper- 
amentally more difficult than others. For 
example, a child who is easily distracted, 
has difficulty adapting to change, and 
responds negatively to new people or 
experiences may he difficult to manage in 
a group. It is helpful for staff to recognize 
individual temperament as a means for 
understandingchildren. planning activities, 
and developing strategies to meet their 
needs. 

The following suggestions may help staff 
deal with children's negative behavior: 

-Observing children's behavior and 
focusing on i!;eir individual strengths 
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is an important first step m working 
with them effectivelv. 

- Staff should express their feelings 
honestly and directly,but briefly. Be 
sure the children know positive feelings 
of staff as well ?s those that may not 
be quite so positive. 

- It IS important for staff to delegate 
authontyand responsibility to children 
whenever possible, preferablv m ad- 
vance of the activities. If children u*nvp 
knowing they s'jare responsibility for 
the success or failure of the program, 
they may be more inclined to engage 



in constructive actions. For example: a 
staff member might say to a child. 
"Susie, thanks for collecting the tools 
we need. Will you arrange them on 
that work table and he in charge of 
giving them to the people who need 
them?" 

— Astaffmemberwho is having particular 
difficulty with one or two of the chil- 
dren in the group could try to establ ish 
individual contact alone with these 
children, for example: "Paul. I find 
myself yelling at you far more than I 
like, I think we'd be better friends if 
we knew each other b>.iier. Would you 
be my hiking partner when we go to 
the State Park tomorrow?" 



- Staff should offer one or two realistic 
choices for adisruptive child, such as. 
"Shall we walk over to the park where 
we can workoff some energy orwould 
you prefer to go to the gym today and 
see if we could use the tumbl ing mats?" 

- Forsome children, the touch ofa hand 
or an arm around the shoulder is a 
steadying influence, while other chil- 
dren prefer not to be touched and can 
be ver>* active m attempts to maintain 
distance between themselves and the 
adult. The staff should know the chil- 
dren well in order to determine whet- 
her brief affectionate physical contact 
will be helpful and appropriate. 



While the above suggestions reflect 
positive actions staff can take to work with 
children, there may be instances where a 
child may have continuing difficulty 
adjusting to the program. In such cases, 
parents and the child's teacher should be 
integrally involved in information sharing 
and in developing constructive solutions. 
Staff and parents should meet to discuss 
the child's behavior and explore additional 
ways in 'A'hich the program can meet the 
needs of the child. 



Listed below are several resources and 
references that may provide additional 
information on the topic of school-age child 
care, 

Baden. R„Cjenser. A .l^vine.J&Seligson. 
M. (1982), School-Age Child Care: An 
Action ManuaL Boston. MA: Auburn 
House Publishing Company. 

Bredekamp S. (Ed) 1986, "Position 
Statement on Developmentally 
Appropriate Practice in Early Childhood 
Programs Serving Children from Birth 
Through Age 8", Washington, DC, 
National Association for the Education 
of Young Children, 



Collins. \V,( Ed ) \9MJkrelopf7ient Ikinnq 
Middle Childhood Washington, DC* 
National Academy Press. 

Department of Human Development and 
Fam ily Studies (1980-1 988 ). Resou nes 
for Parents, Teachers and Carecjirers, 
Ithaca, NY: [Research Park. (Cornell 
University. 

Hamilton. S {19H\1 Adolescents. Ithaca. 
NY: Cornell Distribution Center, 
7 Research Park, 



Scofield. R. (Ed,) 198M988, School-Age 
\otes Nashville TN 

Spedding, P. (1983-88), '^School Age Child 
Care," Child Care Notebook Ithaca, 
NY: Cornell Cooperative Extension, 
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'''/x 'ijhout Sew York State. siQuituant 
t ^ arc (Hcu rma m famili^ life In par- 
ticular, there (?/? nnreasifia number )fu'(frkitiij 
parents with school-aije '^hiFren atnl an in- 
creasipa number ofsmale parents One at the 
consequences accompany ma these i hanye^ is 
the /, trtje number ol children m need ots^ hool- 
aije ( hild c are when school is not m sessnni 

When child care for schfxd-acfc ihildren /> 
unavailable, parents who must work are fori ed 
to learc their children imattend^'d It /v t's//- 
mated that between lOtHnV ■ :U)(K(HH) such 
childiCn m Xew )ork State are unsup^rriseu 
for ::ereral hoiir^i each daq 

hi respimse to this prnbK'm, tin S\ite(ff \eir 
yorkha*^ undertaken a niimhe nutni tires to 
encoiirauc the derelopment o >ol-aqe i hild 
care prtHf rams Diirina h>S^ itii LeQislatute 
enacted a bill whn h aiith(tnzeti r tuuduui 
proijram tn support the start-up ot s\ h(K>l- 
aae I hild care proarams This bill was sujned 
bif Qwemor Cwuno m Julu of that near 

Is part ot the states effort the \eu )f>/A 
State Coiund m Children and l-amihe^ ha^ 
coordinated an mteraaemi^ proieif Siho(d- 
\ije ^'hild Care, m conjiim tion with the De- 
partment ofStu lalSerrn t's Dwtsion for ) oiith, 
and State IaIuc at ion Ik'patiwent and supported 
bij the Dirisum of Criminal hisfuc Set rues 
The piirjyKse of this ptnjct t /s to ussist lom- 
miinities m "itartiua and operatim; hftol-iuji 
Ltuiu i (.lie proq rams 

IVaunmq and itnplementniu a new si ho<d- 
V ihild iute ptoatam mrch'es a setn's of 
complex tasks Resnun es and mtotmation are 
often needed fo fai ihtati . support, uml promote 
the derelopment of sui h proQiams 

The Col is derelopma a series of tah- 
nil al assistam e papers toaddtes,s the needs of 
ionimiinities e ^tablishuw si hool-mjei hild i ate 
proijtatns Thes 'papers disi iiss the tthifot sieps 
that should be taken and offer praitnal sua- 
gestions <m how to derelop qua lit q proqtatn^ 
Kach paper proridis a beumnitnj point for 
individuals and ctnnnninity qroiips planninq 

O jgrams 
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School-at^L'chii' > ire programs provide 
child care torelementar\'and middle school 
ei.. Jren during [he hours when parents 
are at work and school is not in session, 
r^' > technical assistance paperwill provide 
:;cneral guidelines on how to develop a 
budget tor a srhool-a^e child care program 
Individual programs can adapt this intor- 
niution to meet the particular needsof their 
own program A separate technical assis- 
tance paper addresses ^uideline^' * '(''level- 
opin^ etlecttve hnaiicial nK'..a;ieincnt 
proced ure*^ 

What is a Bi dget? 

A budget isa fiscal plan toroperatin^a 
proj^r.iin It is a written summan* ot the 
annual estimated costs and sources of 
income of a pn)j^ram U'^ed as a manage- 
ment tool, it allows pro^uims to plan how 
much mr^nev is avanable to spend and to 
determine how it will he spent In addition 
to descrihin^the finances of a pn)^ram. 
the budget also rellects the scope of the 
program and it^' priorities IVeparin^and 
halancin^a budget leguires making policv 
decisions that determine how the school- 
d^e child care program will operate. Su( h 
policy decisions include plans tor staffing 
patterns. saL,{ • scales, pn)^ram activities, 
and parent fees 

The hud^etm^ process consists of item- 
uin)^ th*. expected yearK ome and 
expensesot oncratin^a pn>^.am. assi^nin^ 
a dollar amount to each, and balanun^ 
the figures In nonprofit organizations, the 
estimated income is^enerallyequal to the 
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expenses. Budgets for proprietary programs 
usually project an income which exceeds 
the expenses. 

Each item listed is referred to as a line- 
item Specific line-items require back-up 
sheets to explain in detail how costs were 
calculated. For exaP" i e. the line-item 
"Sal?nes" indicates the otal cost for staff 
salaries. The budget back-up sheet lists 
the indivw^ :al staff positions, identifying 
the . ^^nt of lime worked per week and 
per year, the salao' J'ate. and the annual 
->alar\' The back-up sheet for "Fringp 
Benefits" identifies each benefit and indi- 
cates how the figures were calculated. 

Some funding sources also require a 
budget justification or budget narrative. 
This IS a written explanation < ^each line- 
item describing why it is essential lo the 
operation of the program, in *he budget 
narratue, the discussion (>f the line-item 
"Salaries" would include a description of 
the staff positions, e .nlainmg the duties 
of the staff members and the required 
qualifications for each position. 

Budgets are also nrepared to meet ac- 
countability requirements of funding 
s( urces For example, in New ' k State, 
the Department of Social Semces requires 
speual budget forms to used by pro- 
grams, as do the Divisk h for Youth and 
local Ignited Way Agei .les Rather than 
include the specific budget form of any 
one a^encv, the ; llowing sample budget 
loim (see Box A) attempts to incorporate 
th. most common categories of income 
and .Apenses These categories may need 
to be adapted to specific funding sources. 



How is a Budget 
Developed? 

A budget should reflect the program's 
mission and the scope ')f program activities. 
Once these have been defined, expenses 
and income can be calculated accordingly. 
At that point, program planning and bud- 
geting take place simultaneously. Adecision 
made in one area almost always has conse- 
quences in the other. Income, expenses, 
and program piiorities need to be coordin- 
ated to arrive at a balanced budget that 
accomplishes the program's objectives. 

It i« helpful for programs to define 
p^'jcedures for developing, approving, and 
revising budgets. Such procedures should 
include plans to: 

~ identify who will prepare the budget 
and how input from staff, parents, 
and board members will be obtained; 

— establish a time frame to indicate when 
the budget will be prepared and pr > 
sented to the board for approval; 

— develoo a timetable for submitting 
approved budgets to funding sources; 

— determine what reports will be used 
to conipare budgeted amounts to 
aci:ial expenses and income; and. 

— de5.ign?fre a proced* ire to be lollowed 
to revise the budget when necessary. 

Who Should Be Involved in 
Preparing the Budget? 

The budget is usually prepared by the 
program director or a small committee 
consisting of the director and representa- 
tives of parents, staff and the board It is 
helpful fora fiscal .staff person to participate 
in the budget process, but it is not ivivisahle 
to delegat budget preparation to this 
person alone. Because the udget process 
involves program as well as fiscal decisions, 
t^ director r.ust take an active role in its 
preparauon 

In preparing the budget, it is a good 
idea to receive additional information from 
other people involved m the program. Staff 
and parent perspectives are often verv' 
important, and their involvement can ^Iso 
help them understand the policy decisi )ns 
that have to be made during the process of 
developing a balanced budget. Guidance 
from funding sources may also be helpful 
when the budget reflects major changes in 
policy and programming, A broad oase of 
"O"*^ipation in the budget and planning 



BOX A 
Sample Budget 

Name of Program 

Annual Program Budget. 19 



INCOME 

Parent Fees $ 
Registration Fees 
Funding Sources 

(e,g. Department of Social Serv ices, 

Division for Youth. United Way) 



Fund Raising 
Other 

TOTAL INCOME $ 

FXPENSES 

Personnel 

Salaries $ 
Fringe Benetlts 
Travel 
Staff Tra-ei 

Transports . )n of Children 
Field Trips 
Occupancy Costs 
Space Costs 
Utilities 

Building Repairs and Maintenance 
Equipment 
Fuuiiture 

Program Equipment 

Supplies 

Cla.ssn )om 

Office 

Custodial 
Contractita' 

Consult: nts 

Substitutes 

Other 
Food 
Other- 
Insurance 

Advertising 

Training 

IvJTA. xpenses $ 
B/ LANCE ( Income - Expenses) $_ 
IN-KIND $( 



processes generally improves tht quality 
of the decisions. At the same time, it is 
critical that ihe process for solicitinji 
p iticipation and the size of the group be 
k de manageable. 

Once prepared, the bud . Jt is presented 
to the board of directors for their approval. 
Since the budget represei.Ls policy deci- 
sions, the board mus* clearly understand 
the proposed expenses and what effect 
they will have on program operations. The 
board is legally responsible foroverseeinfl 
the fiscal operation of the program and 
must approve the operating budget 

What Types of Budgets Are 
Needed and How Are They 
Developed: 

There are basically two types of budgets 
needed for school-age child care programs, 
a start-up budget and an annual operating 
budget. A start-up budget idertifies the 
initial .sts needed to set up a program on 
a one-time op^y basis; it also indicates how 
money will be acquired to pay for the 
start-up costs. An annual operating budget 
includes the regular ongoing expenses of 
operating a program and the anticipated 
sources of income. 

The annual operating budget for the 
first year of a program should not include 
start-up costs. The first year's budget needs 
to establish the viability of a program by 
determining if the income generated will 
pay for the cost of services on an ongoing 
basis. Both b jdgets m >e prepared befor^ 
startinga progiam. Each pn)vides importxint 
information; one indicates if the prograrr 
has enough resources to get started and 
the other indicates if there is enough 
income to operate on an ongoing basis 

When developing a budget for a school- 
age child care program, expenses are 
generally calculated first, and then income 
is uetermined. It is usually nec'.;s.sar\'. 
however, to go back and forth between 
income and expen.sesand between program 
and fiscal priorities to arrive at a realistic 
budget. Since both expenses and income 
are estimates, it is wise to include arv 
potential costs and estimate income con- 
servatively to prevent future tinanciai 
problems 

The following section describes the 
categories included in an annual budget 
For tht most part, these same categories 
must also be included in a start-up budget. 
Special considerations for developing 
start-up budget are described in a ov^parate 
section. 
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Annual Operating Budget 

Expenses 

When detcmiining program cost.s. it is 
essential that expenses are calculated as 
aCeUiateK as po>MhL and not arii\cd at 
by guessing Specific prices should be 
obtained for items whenever possible 
|]ack-up sheets should be prepared U )V most 
line-Items to docuinent now the ligures 
were determined 

Salaries - Staff salarie.s represent the 
major cost of Sv,'hool-age child care pro- 
grams. The number of staff hired, the 
am(,unt of hours allocated for them to 
perform their job, and the rate of pay they 
receive are important aspects to consider 
when determining staff salaries. S f 
salariesare usually established by identify- 
ing exactly what the job will be and what 
qualifications will be required, and compar- 
ing this to similar positions in the com- 
munitv'. Monies tor staff rai.ses and accrued 
vacation and sichc leave mu.st also be bud- 
geted. Salaries for substitutes are placed 
in this cat£gor\' if payroll taxes are deducted 
from their checks. If monies are not de- 
ducted from theirpaycheck, substitute Siaff 
should be inelueed under "Contractual 
Services " 

Fringe Benefits — This line item in- 
cludes benefits required bv law as well as 
discretionary* benefits offered by the pro- 
gram, such as health insuran- e. Benefits 
required by law, such as Social Security, 
Worker's Comnen.sation, 1 .,>ability. and 
Unemployment Insurance are described 
mt^re fully m th^ rechnical assistance paper 
"Employer Reouirements of a wSchool-Age 
Child (,are Program." The personnel poli- 
cies (^r a program should describe specific 
iniormation about the fringe benefits 
provided to staff members Kach fringe 
benefit is computed separately and noted 
on the budget back-up sheets, the total 
figure IS recorded in the budget It is 
advi, sable to cheek for yearly rate increases 
for many hinge beneML-, sjch as heahh 
insurance, Social Security, an J Vvorkefs 
Coinpen,sation. 

Travel — When consiJeniig this item 
of the budget, the pro'^ram must pp ;t 
the cost of how the jhildren will get to and 
from the program iManv programs do not 
incurstudenttran.sportation costs h. \iuse, 
purs"ant to Chapter of the Laws ot 
19S(>. ,school distri.oS in New \ork State 
mav be reimbursed tor transporting stu- 
dents to school-aue child care nrograms 

Monev IS also allocated under this line 
item to reimbur.se staff who drive their 
own vehicles when conducting program 
business such as shopping for snacks or 
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attending training workshops A rate per 
mile IS determined by the program To 
det'jrminea dollaraniount forthe budget. 
It IS important to estimate how trequently 
staff will have t'^ travel to conduct program 
bnsin^'ss 

Occupancy Costs — This categorv con- 
sists of a' 1 the costs associated with occupy- 
ing a building and the space outside. It 
includes rent or mortgage payments, utility 
costs, and m:.:»'tenance and repairs of the 
building. Lttlit\ costs include electricity, 
gas. Oil, wr.ter, and telephone titility com- 
panies can provide information on their 
rates and will often assist in determininga 
realistic estimated cost, based on how the 
.space will be used. Maintenance and repairs 
include costs for snow and rubbish removal, 
painting, lawn mowing, plumbing, and 
repairs for majorappliance.s. The majority 
of unforeseen problems that require 
immediate attention are assocu.ted with 
(occupancy co.sts. Therefore, it is important 
to include extra monies for unanticipated 
expenses under this line item. 

Equipmen* — Kquipment consists of 
such items as furniture, vehicles, and 
program equipment that will not need to 
be replaced within a year. Some funding 
.sources, such as the New York State 
Department of Social Services, also e.stablish 
a specific dollar amount which defines 
equipment for example the purcliase must 
be more than $50 to be categorized as 
equipment. 

Supplies — Supplies include items 
purcl.a.sed that have a lift span of one year 
or less This categor\' (an be separated 
into tynes of supplies u.se 1 in the program: 
classroom, office, and cu.stodial FXamples 
(^f cla.ssroom supplies include art materiaLs, 
games, recotds, and hooks; ofiice supplies 
can include stationer\\ photocopvingco.sts. 
typewriter ribbons, and paper clips: and 
custodial supplies include such items as 
vacuum cleaner bags, garbage bags, and 
cleaning products 

The C(j.st of supplies .should be estimated 
realistically to ensun- that enough funds 
are allocated to meet ^ u supply needs of 
the piograni Supplies aie a neces.saiy 
jxpen.se ot a program, theretore, an ade- 
quate amount ot money needs to be avail- 
able to purcha.se supplies in order to piovide 
a vanetv of activities and an enrichuig 
en\ironnient for children 

Contractual Services — 1 Ves tor e(»n- 
sultants such as lawyers. trainer.N. aecount- 
ant.s. and .special resource people such as 
artists, musicians, and dancers, are included 
in this categoiT Substitute teaching staff 
.salariesare placed in this pa. . of the budget 
if payroll taxes are not deducted from their 



paycheck If they are deducted, then costs 
for substitutes are included in tlie "Salaries" 
section. 

Food — The cost of food is inrliided in 
this section. A realistic figure can be cal- 
culated by preparing a sample weekly menu 
an " detemiir.ingthe cost perch ild for each 
week This figure is then multiplied by the 
nu mber of children attending the program 
and then multiplied by the number of weeks 
of operation. 

Another me.hod to determine food 
costs IS to use the reimbursement rate for 
snacks established by the Ur ted States 
Department of Agriculture (USDA). This 
rate can ser\'e as a gu ideline for the actual 
food costs for one child for one snack and 
can be multiplied to calculate costs for the 
year. Information about reimbursement 
rates can be obtained by contacting one of 
the following USbA field offices: Albany 
(518) 472-7636. New York City (212) 
620-6322, Rochester (716) 263-6744. 

Other - Expenses in this categor>' 
.nclude insurance, advertising, training, 
and other line itemsas needed by individual 
programs. 

Income 

Parent Fees — The majority of income 
received by most school-age child care 
programs is from the parents of the children 
enrolled in the program. Fees are deter- 
mined by balancing the amount of income 
needed with an affordable parent fee. 
Programs must iuentih' the population ^hat 
will besenedand the appropnate payment 
system and fee schedule before the amount 
of income received from parent fees can 
be detennined. Creatin^a quality program 
that is affon' hle to pa^-ents is often a 
difficult task, i he development of parent 
fee systems will be di.scussed turth'jr in 
the following section. 

Registration Fees - Some programs 
charge a registration fee forchll(^en who 
are enrolled in the program or who are 
placed on a waiting list. It is a fee to cover 
the costsofenrollinga child, which requires 
additional staff time. For budf^etir.g pur- 
poses, registration fees are calrulated by 
estimating the number of new enrollees 
for the coming year and multiplying this 
figure by the amount of the registration 
fee. 

Funding Sources — h isoften necessar\- 
to se».k outside funding to supplement 
parent fees for families who cannot afford 
the fees. In areas where many low income 
families live, the funding support of the 
program ^'ill ai.iu nv.rp r <rent fees to other 
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funding sources. A variety of funding 
sources, such as the New York State 
Department of Social Semces, ^nited Way, 
and local organizations may » . jvide addi- 
tional income to school-age child care 
programs. The fuods listed under"Funding 
Sources'* in the income section of the budget 
should be amounts that have been officially 
appro^ for the same period of time 
coverej by the bud^.t. 

Fund Raising — Many programs find 
that fund raising is needed to increase ^he 
program's income to a level that is equal to 
the expenses. Other progra ns raise extra 
funds in case of an emergency situation or 
to assist with cash flow problems. If fund 
raising IS necessary to balance the budget, 
a fund raising plan should be developed. 
This plan identifies fundraising events, 
expected revcnues.whowiU be involved in 
the project, and the approximate number 
ofhoursofwork that will be required. It is 
wise to be realistic instead of optimistic 
when calculating funds earned vhrough 
fund raisingand to determine if the money 
earned is worth the time invested by staff, 
board membei:. and volunteers. 

Other — Other S(>jrces of funding in- 
clude cash contributions from community 
organizations and grants from private 
foundations. Include only '.ne dollar 
amounts that have been officially awarded. 

In- Kind Contributions 

In-kind contributions are donated ser- 
vices or goods that have a measuiable 
market value and ser\'e a useful function 
to the program The estimated monetar\' 
value of in-kind contributions is includcu 
m a budget to determine the total cost of 
the program. The figures can be listed in 
the budget in a separate column, or pre- 
pared on a separate page as a budget 
back-up sheet. The amounts are generally 
placed in parentheses to distinguish them 
from cash expenditures or income 

The value of donations is determined 
by estimating the cost (^f a comparable 
Item orsemce. For example, the value o^' 
custodial serv'ces ilonated to u program 
would be based on the fee orsalar\' that 
would be paid for the same serx'ices: the 
Vulue of space provided to a program would 
beequivalent tothe rent charged forsimilar 
space. Some funding sources require that 
an amount of income or don-Ued goods or 
sen ices be received to match a part or all 
of the funds they aw ird to a program In 
this situi.tion. the donation of in-kind 
C(,ntr:^uti()ns and their value must be 
documented. 
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start- Up Budget 
Eiqienses 

A start-up budget is a budget that repre- 
sents the costs of starting a new program. 
The budget IS similar to the annual operat- 
ing budget, but the costs include one-time 
only expenses that are not included m the 
annual operatingbudget Common start-up 
costs include: 

Personnel — Salaries and fringe benefits 
fOi staff prior to the beginning of the 
program are included in start-up costs. 
Staff will be needed to plan the program, 
order supplies, set up classrooms, ruit 
children, and receive training. 

Contractual Services - A lawyer and 
an accountant are often needed in the 
beginning of a program to set up the legal 
and fiscal aspects of a program. Trainers 
may also be needed tc train new staff. 

Occupancy Costs — Space for the 
school-age child care program will have to 
be occupied prior to opening. If the facility 
will be licensed, renovations may be needed 
as a result of local fire, health, and building 
inspections. Anticipated telephone instal- 
lation costs and security deposits are listed 
in thus part of the budget. 

Equipment — Equipment necessarv' to 
start a program could include tables, chairs, 
couches, rugs, shelves, easels, and re^ rd 
playei ^or the claf ooms, and possibly 
equipment for the Kitchen, office. ?nd 
outdoor play area. 

Supplies ~ Th e a n n u a I ( )pera 1 1 ng b udget 
ir jdes thecostof replenishingsupplies. 
Tiie cost of purchasing all the supplies 
needed to begin the program is included 
in the start-up budget. Classroom supplies 
could include games, art supplies, books, 
and records, office rupplies include staplers, 
staples, stationeiy. paper clips, and 
envelopes. 

There are many costs involved 1 1 starting 
up a new program that are difrcult to 
foresee. Conticting new programs vci neigh- 
boring communities could be nelpful in 
identifying hidden start-up costs. 

Income 

T le income needed to pay for .start-up 
expenses can be obtained through com- 
munity organi/.ations.stite start-up grants, 
fundraising.anddoiiations Because mosi 
school-age child care programs do not start 
With full enrollment, sta»1-up income should 
also include fund.s to supplement personnel 
and occupancy costs until full enrollment 



is achieved, hunds to pay for the start-up 

costs are nece.^sary to secure before de- 
veloping a program. 

Since 1984, the New York State 
Department of Social Services has had 
funds available to assist new school-age 
child care programs with start-up costs. 
Under this program, grants of up to $ 10,000 
are awarded to programs selected for 
funding through a competitive application 
process. The budget form presented in 
Box B is part of the grant application 
package and is required to be used. 

How Are Parent 
Fees Developed? 

Parent fees are determined by each 
individual program based on a variety of 
factors. The expenses of the program wil' 
largely determine how much money must 
bv raised through fees or other sources of 
funding. If grants are received or space 
and services are donated, parent fees will 
be less costly than if the program had no 
other sources offunding. Parent fees must 
be affordable to families, or they will not 
beab'ietoenroll their children. The cost of 
the program \\ leterminewbocan afford 
the services and the quality of the program. 
A balance between the quality of the 
program and ics cost to parents should 
guide the decision-making regarding parent 
fees. Fee reductions for siblings in the 
program are considered by some programs, 
as well as charging additional fees for special 
activities, such as dance lessons or photo- 
graphy workshops. 

The process of developing a parent fee 
system includes the followihg general 
i^uidelines: 

— idcntifytheannualcostof the program, 
the daily cost per child, and the supple- 
mental funding available; 

— analyze the amount of money parents 
in the community can afford, or are 
currently paying, for school-age child 
care; 

— examine the types of parent fee systems 
described in the next section and 
determine which p lod establishes 
the best balance oelween program 
philosophy and cost; and. 

-establish clear, consistent policies that 
communicate the program's position 
regarding parent fees, and issues such 
as fee reductions for sibhngs. and the 
cost, if any. for days children do not 
attend the program due to illness or 
vacation. 




BOXB 

NYS Department of Social Services 
School-Age Child Care Programs 
Budget for Start-Up Funds 

Program Development 
and Demonstration 



BUDGET SUMMARY BY OBJECT OF EXPENSE 



OBJECT OF 
EXPENSE 


LOCAL 
SHARE* 


PROGRAM 
DEVELOPMENT & 
DEMONSTRATION 
FuTVDS 


TOTAL 
COST 


A, Personal Services 
1. Personnel 








2. Fringe Benefit 








3. Total (Lines 16l2) 








B. Non-Personal Services 
4. Consultants 








5. Travel Per/Diem 








6. Equipment 








7. Supplies 








8. Contractual Services 








9. Total (Lines4 thru 8) 








C. Other Expenses 








D. Indirect Charges 








E. Project Total 

(A+B+C+D) 








* Include amounts for all funds ot 


lerthan Program Development and Demonstration 



Funds, including in-kind contributions to be used in support of the proposed 
project. Indicate amount of in-kind portion of Ixjcal Share in parenthesis next to 
Ix^cal Share Project Total (E). 



Note: This budget is similar to the budget form presented earlier However, it is irpportant to note ,some of 
the differences The Department of Social Services' budget does not have categories fo» ^ood or occupancy 
costs, ^^ood expenses are included in the "Other" category and (Kcupancy costs are generally placed tn the 
"ContractuaP category Consultants are listed in a separate category instead of being included in the 
"Contractual" category 



Information about the eligibility criteria ^nd the application process can be obtained by writing to the 
School-Ai?e Child Care Program, New Y(^rk State Department of Social Services, ^0 North Pearl Street. 
.Albany. New York 1224.3. (800) 342-3715. extension 474-9454. or by contacting the School-Age Ch Id Cire 
Project oftheNYSCouncil on Children and Families. Mayor ErastusComing2nd Tower, 28th Floor, Empire 
State Plaza. Albany, New York 1222.3. (518) 474-62SJ 
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1 he following infonnation describes two 
systems of establishing parent fees for 
schooi-age chiid care programs. 

Flat fees — Th is fee method charges each 
family an equal amount of money for the 
care of their child and is an easy system to 
implement and maintain. To determine a 
flat fee for chilu care, idcan; the total 
projected expenses and subtract any anti- 
cipated income, excluding the anticipated 
parent fees. This figure represents the 
amount of money needed to cover the 
expenses of operating a prog! am. Next, 
divide this figure by a realistic estimate of 
the number of children who are, or will be, 
attending the program. This figure is then 
divided by the number of days the program 
is in operation to arrive at a daily cost per 
child. 

A realistic estimate of children attending 
the program can be obtained by taking 80 
to 90 peicent of the children enrolled, or. 
for new program 50 to 75 percent of the 
numberofenrollnient slots (Baden. 1982). 
This adjustment takes into account the 
inevitability of children leaving the program, 
new enrollees starting a few weeks le *er, 
and families neglecting to pay their full 
bills. 

The daily cost per child is multiplied by 
the number of days in the payment period 
to arrive at the tlat fee. F- ^ cample, tuition 
paid on a weekly basis would be determined 
by multiplying the daily cost per child times 
five days. 

A flat fee system can be modified to 
include scholarships for children whose 
parents are unable to afford the full cost of 
the program. It is a method used by pro- 
grams who have insufficient funds to 
support a sliding-fee scale, but want to 



make the program accessible to as many 
low-income families as possible. 

Programs offering scholarships must first 
determine the cost of care for all families, 
which is calculated in the same way as flat 
fees. Next, the source and amount of funds 
available forscholarships must be identified. 
Programs can then decide how many 
children will be able to receive scholarships 
and the amount of the subside 

Written criteria should be developed to 
communicate the eligibility requirements 
and selection process for awarding scholar- 
ships. If the criteria are base'^ on financial 
need or personal hardship situations, it is 
important that the information provided 
by the parents be kept confidential. 

Sliding-Fee Scales — Parent fee sched ules 
ba.sed on fauiilies' abilities to pay are 
referred toas sliaing-fee scales. The purpose 
of this type of fee system is to make care 
more affordable and tiiereby more acces- 
sible to low-income families. Siiding-fee 
scales are more complicated than flat fees 
to set up initially. Ho^'^ver. once the sliding- 
fee scale is established, its implementation 
is comparable to the flat fee system. An 
important advantage of a sliding-fee scale 
is that it provides the opportunity for low- 
mcome parents to obtain school-age child 
care. 

The following information provides 
guidelines for developing an effective 
sliding-fee scale: 

1. Calculate the revenue needed to cover 
the cost of the program. 

2. Set up a trial fee scale with graduat<^d 
income levels based on family size and 
corresponding fe^i charges. 



3, Estimate the number of families in each 
income range. 

4, Project the amount of money generated 
by parent fees according to the trial fee 
scale. 

5. Compare this income with the cost of 
the program. 

6. Adjust the trial fee sc^!^. as necessary, 
to ensure income is equal to. or greater 
than, the cost of the program. 

It IS important to review the scale to 
ensure that the fees are affordable to parents 
in a!I income levels, and that the money 
generated is su fficient to on :;'ate a quality 
program. If affordable parent fees yield 
only part of the actual operating costs, 
program: will have to raise funds or locate 
additional sources of funding. 

The use of a sliding-fee scale may make 
it difficult to assess if income will cover 
expenses because the income produced 
from parent fees changes as enrollment 
changes. To compensate for this, some 
programs establish enrollment quotas 
for each income level on the sliding 
scale. This method ensures that income is 
received as budgeted, provided an adequate 
number of children are enrolled accc^-dmg 
to the quotas established. 

Once a sliding-fee scale is developed, it 
should be put in writing along with the 
procedures for calculating and document- 
ing parents' income \lth(>ugh sliding-fee 
scales are developed according to each 
program s individual costs and resources. 
It can be veo' helpful to contact programs 
that use sliding-fee scales to learn from 
their experiences 
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For Further Information 



Individuals involved in planning pro- 
grams should obtain resource materials and 
contact knowledgeable peopie who have 
already established programs to learn from 
their experiences. For a list ot available 
technical assistance papers and the names 
of programs a id resource people in your 
area, please contact the School-Age Child 
Care Project at the New YorkState Council 
on Children and Families. Mayor Erastus 
Commg 2nd Tower. 28th FI(;or. Empire 
State Plaza. Albany. New York 1 2223. (518) 
474-6293. 

The following resources and references 
may provide additional information on the 
topic of preparing a budget for a school- 
age rhilc care program. 

Baden. R.. Genser. A.. Lxn^ine, J . and 
Sehgson. M. (1982). SchooiAge Child 
Ca)k::An Action Manual Boston. MA: 
Auburn House Publishing Company. 



Bangs, D.. and Osgood, W. (1976). Business 
Planning Guide, Boston, MA: The 
Federal Reserve Bark of Boston. 

Bowe. G. (1975). ''Where Do All the S S 
G() ** What Every Board and Staff Member 
of a Sonprofit Organization Should 
Know About Accounting and Budgeting. 
Concord. NH: New Hampshire Charitable 
Fund. 

Community Accountants. (1983). A 
Simvlified Manuel for Financial 
Management of Nonprofit C ganiza- 
tions, Philadelphia. PA: Author. 

Gross, M., and Warshauer, W. (1983). 
Finarcial and Accounting Guide for 
Nonprofit Organizations (3rd Edition). 
New York. NY: John Wiley and Sons. 

Host. M. (1971) Ody Care Administration 
Washington. DC: Department of Health. 
Education, and Welfare 



J.K Lasser Tax Institute. ( 1970). Common 
Sense Guide to Accounting. New York, 
NY: Cornerstone Library. 

Morgan. G ( 1984 ) Managing the Day Care 
Dollars. Cambridge, MA: Steam Press. 

Public Management Institute. (1979). 
Budgeting for Sonprofus, San Fi-ancisco. 
CA: Author. 

Setterberg. F and Schulman, K. (1985). 
Beyond Profit, NY: Harper and Row 

United Way of America. (1974). Accounting 
and Financial Reporting — a Guide for 
L nited Ways and A'ot forf^ofit Human 
Serrice Organizations. Alexandria. VA: 
Author 
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Throuf^ >dt \eir York State Sigmficfint 
change's arc (Krurrmq m familij lit'c In par- 
tuidar, there IS an increasmyniimberot irorkinq 
parents with school-aqe children and an in- 
creasing number ofsmg/e parents One ntthe 
am^^CQuencesaccompaniiinq these ihamje^^ is 
the large number ot children m need of sc hool- 
age child care when Hiiool is not in session 

When ihihi tare tor schftol-aqe children is 
unarailable, parents who must work are forced 
to lea.'e their children unattended It is e\t:- 
mated that between l(U)JHH) - :UHUf()() such 
children m \ew York State are iin^iiperrK' d 
for sereral hours cat h da if 

In response tothisprcfhlem. the ^tutent \en 
York has undertaken a number ot intuitu s tf> 
emoiircige the derelopmentot s( hool-ucjei hild 
cure procj rams Ihirinq l^Ki. t'ne Lufislatiire 
enacted a bill which authorized a tiindmq 
proqrcim tn support the start-up of new h ho.>l- 
aqe c hild c are procjrams Ihis hill was siqjied 
bii Gorenutr Ciicmio tn liihf <ff that i}ear 

Is purt of the state's eftntt the \eu )<nk 
State Council (m Children and Families has 
coordinated an inteniqemij project Schocd- 
Aqe Child Care m umpmction uith the l)e- 
partmoUotSoc tai Serines Dirisiontot )oiith 
and State luliicatioti Department and supported 
hq the l)ii isum ot Crnnuuil /iist'cc ^eri ues 
The piirf)ose ot this project is to assist (otn- 
rminities m start it jq u d opera tmq si httol-jqc 
child Ccne proqte^^^s 

Planninq and nnplementnu/ a neic sthool- 
ciqe child care proqram mroli es a series of 
complex tasks Rcscnircesc id intnnnatKm ate 
often needed tofac ilitate supnnrt, and promote 
the dcrelopment ot such proqrams 

The Council \s dcrelopmq a scries ot tcch- 
nual (is^istanc c papers to addtcss the needs ot 
communities estahhshmq school-aqcc hild care 
proqrams These pcipers disi uss the major steps 
that should he taken and otter prac tual siiq- 
(/cstums on him lo develop qua! /// proqrams 
Each paper prondes c< heqinninq point tor 
indinduak and communitq qroiips plarminq 
V ^j^rams 
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School-aj^e child care programs provide 
child care for elementar>' and middle 
school children during the hours when 
parents are at work and school is not in 
session. This technical assistance p per 
r-!o\ides guidelines for establishing effec- 
tive financial management procedures for 
a school-age child care program. 

The estaoiishment of efficient and 
effective financial management procedures 
IS extremely important to the functioning 
of a school-age child care program In 
addition to reviewing the information in 
this paper, it may he advisable to consult 
**ith an accountant or other qualified 
financial expert for assistance in develop- 
ing fiscal procedures which meet the needs 
and circumstances of individual programs 



What Is A Financial 
Mam dement System? 

A financial management svstem is an 
organized set of procedures and pnnciples 
designed to control and manage program 
funds It ensures the proper management 
of money through a system of checks 
and balances, and provides a clear record 
and audit trail for all financial trans^idions 
An eftecli\e financial management svstem 
IS r^-eatud by developing a budget and 
esta.iiishing financial management pro- 
cedures. A .separate technical a.ssistance 



paper addresses guidelines for preparing 
a budget- 
Financial management procedures 
e.stablish controls which safeguard funds 
and create systems for recordkeeping and 
financial reporting. y\n initial step in the 
development of financial manage nent 
procedures is to choose an accounting 
system that will provide reliable ar.d timel; 
financial information 

Accounting System 

An accounting system provides infor- 
mation about a program's actual cc^sts 
and inojme It creates organized proce- 
dures to record income, control the dis- 
bursement of funds, und periodically 
1 .port on the financial .status of the 
ptogram Two basic methods of accounting 
include cash and accrual accounting 

Cash Accounting 

Cash accounting records ai expense 
when it IS paid and income whin it is 
received. The transaction is recorded 
on the actual date that money is trans- 
terred A major advantage of ca.sh 
accounting is that it is a simple book- 
keeping method that readily provides 
information about the cash position of 
a program. A disadvantage ol cash 
accounting is that it does not provJe 
information on monies that have been 



obligated. Consequently, funds that will 
be reimbursed at a later date, or ex- 
penses that have been financially obli- 
gated by the program are not recorded. 
For example, if bulk supplier were 
ordered for 5\0()0 on August 13 and 
received and paid for on September 2. 
the $1,000 would not be recorded until 
Sept. 2, A review of the records before 
that date would rot provide mformation 
about the ^l.OOO obhaation. thereby 
not presenting a complete description 
0^ the program's finances 

Accrual Accounting 

Accrual accounting records an 
expense when it is encumbered and 
income when it is earned. Income and 
expense> are recorded at an earlier point 
than w *h cash accounting. In the 
example given above, the $1.0(K) for 
bulk supplies would be recorc.j on 
August 15, the date the supplies were 
ordered. This provides a more complete 
and accurate picture of the program's 
tlnancial status. 

A disadvantage of accruc*l account- 
ing is that It is more time consuming 
because of the frequent adjustments 
that need to he made between the 
amounts encumbered and paid, and 
between the amoimts earned and re- 
ceived. For example, a $1. ()()() supply 
order is initially recorded :'.s $1,000; 
adjustments to this figure may have to 
be made if the bill is a different am(>unt 
due to price changes, A modification 
of accrual accounting is used by some 
programs to mmimi7,e the nuniber of 
adjustments This system records ex- 
penditures when an invoice is recei ed 
and income when it is billed 

How Are Effective 
Financial Management 
Procedures Created? 

The program director and a Lorr.nnttee 
of board members usually develop the 
programs financial management proce- 
dures Their task is to est^iblish procedures 
that ensure the proper management of 
money and meet the requirements of 
fu-^ding .sources. Onci developed, the 
^ .ocedures for financial management are 
presented to the board of directors tor 
their approval. The board is responsible 
for the fi.scal ope^-ation of the program 
and IS legally accountable for overseeing 
expenditures and bookkeeping methods 

To develop financial management pro- 
j i^-res, the program director and board 



must identiiv how nionex is u*Lei\ed oi 
spent Thev deude \\ hk li t.tsks cire iien. s- 
sa!V and who will he lesponsihle Inruinvinu 
them out (leneialK LK.itir^ tiiKiiuiai 
ni'.indgemeni p»neeJure^ jrjj t<i j 
written manual which sets toith lisial 
management responsibilities that ^uide the 
financial operation.s oi a ptugram The 
tollowinjiseLtion desenbe.s proiedures tor 
receiving and spending tunds. aUions to 
prevent or alleviate cash tlf)\\ problems, 
and netessan' tiscal reportinu 

What Safeguards 
Are Needed for 
Receiving Funds? 

[Vocedures should be dcv'eloped and 
used for managing the funds received It 
is essential to document all financial 
activities to provide a record that can be 
traced in the event an explanation is 
needed later General p»'ocedures for 
safeguarding funds include: 

1 Recording income in more than one plaie 
by more than one .^erson to ensure 
accuracy and control of program funds. 
The stat't member who initially receives 
and records income is generalK a dit'- 
lei'ent staff person than the (»ne who 
reiords the tigu>es in the tinaniial 

K ords 

I )ep(jsitingall tunds daily, on n a timeh 
mannei. (lenerallv, it is unwise to ha\e 
larue sums ol lash on the piemises 

!) ! )epoMt)ng all cash reiened Cashshmild 
ne\er be used diredk lor purchases 

Controls are nieded to eiisure that 
funds are received on a regular basis 
PoliLies and pn>cedutes should be devel- 
oped for collecting paren* fees, maintain- 
ing attendance and te^ reujrds. and 
developing a waiting list, so that tees are 
collected and adequate enrollment levJs 
are maintained 

Collecting Parent Fees 

Parent teis usually comprise (he ma- 
lority of tunds U'V.ved in siho 'l-agi cliild 
care programs It is essential to collect 
fees III a timelv manner. othen;ise tinan- 
cial dilTiculties will arise Developing clear 
polieies and procedures iegardip<' fees 
and communicating this uiforniat lo 
parents will greativ assist in the lollection 
process. 

The importance of clearh written poli- 
cies tor collecting tees lannot be ovei- 
stressed. Parents must be advised ol the 
poliL s of the program before -'n. )iling 



then Jiild to en.sure thev understand 
their t'lnamial obligations Thev also need 
to know the expectation^ of the program 
regarding payment procedures and the 
' » f » C'-} u e '1 1 e ' * t I ■) o n -p.t V m e p. 1 

\nsweis to tlie following (Questions will 
provide a tramework for ireating p()licies 
lor Lolleding patent tees. 

I HTien are fees due? Identi tvmg a specific 
da\ lor paxmenl (eg ever\' Monday. 
Fridav, <ii the fnst ol the month) com- 
municates to parents an exact date for 
payment, and cuts down on the amount 
of time spent collecting and recording 
pavnients The pro ;i ram also must de- 
cide if pavment i.sdue in advance or after 
care is provided 

'2 HTio will collect the fees? Many pro- 
grams make an eftbrt foi a n )n-program 
sUitf I ivjm her to collect tuition payments, 
since late pavinents or a dispute over 
previous payments can create difficulties 
with parent staff relation.ships In. smaller 
pnjgmms, where this may not be po.ssible. 
program staff should be trained to deal 
with problems relatingto fee collection. 

?) Will parents be charged for days that 
children cannot attend due to sich 
ness, vacations, or moiv days ? I ^arents 
must be informed if fees are required 
when a child i.s not able to attend the 
program, and if additional C(Kts are 
charged lor earlv arrivals or late depar- 
tures Ome a pohcy is established 
regarding absences and late pick-ups. if 
should be entoried c^ms|^tently 

'\ Hhat happens when parents are late 
ivith their payments or do not pay 
and ivithdraw their child? Programs 
should ddermine the ion sequences of 
late o] non pavment ot tees and imple- 
ment this polkv as soon as pavment 
P w > ble m s Ol I m \ lat kada i sii a I api in )ach 
lowai J tmu Iv [>a\mcnt^otlen results in 
piomanis ha in<^uish flow problems. 

Maintaining Attendance and Fee 
Records 

Attendaiue and tee records aie tlnancial 
mana^eiiient reioids that should be re- 
viewed wveklv Thev can be combined 
into one lo:m. or tecs tor each family 
uin be lecrjrded on sei\U'ate pages. \ 
>aniple form that consolidates intoniiation 
about attendaiKe and tee lollection for 
administrative review is shown in i3o A 
Pavment records idendfv the families vvho 
are behind in their fees: leviewing thvm 
IS the first step toward initiating the 
policies that have been developed !o collect 
late payments 



A purchase requisition form is used by 
many pro^ra,Tis as an internal document 
to control the expenditure of funds. It is a 
written request for a purchase which indi- 
cates costs and signed approval. After the 
requisition form is approved, a purchase 
order is completed and gjven to the vendor. 

Establishing a Petty Cash System 

A petty cash system is set up in many 
programs to pay for emergency costs or 
to reimburse staff for inexpensive pur- 
chases to support program activities. The 
amount of the fund generally ranges from 
$25 - $ 100. depending on the size of the 
program. A maximum limit, usually $5 
or $10 per reimbursemer t is set; a.iy 
purchase greater than that limit should 

Hp n^ifi .»v r\u*rU 

^ne person is assigned the responsi- 
bihiy of handling petty cash Staff submit 
receipts for purchases to this individual 
and then receive reimbursement. Each 
transaction is recorded by documenting 
the amount spent, the item(s/ purchased 
the date, and the nar e and signature of 
the staff member who received the reim- 
bursement The receipt should be attached 
to this documentation. When additional 
cash is needed in the fund, the receipts 
are totaled and a check is made out for 
the amount that was spent. In this way. 
the amount of the cash plus the sum of 
the receipts always equals the original 
amount of money in the fund. 

Care needs to be taken in setting up a 
system that is fiscally accountanle. yet 
serves the purpose of providing immediate 
cash when needed. Limiting its u.se and 
reimbursing staff only when a receipt is 
pre.sented are restraints that are :)ften 
placed on an effectively managed petty 
cash system. 

Controlling the Issuance of 
Checks 

Issuing checks is the final step in 
spending funds. Procedures need to be 
established that identify who will write 
the checks and how frequently, and what 
methods w'll be used to »^ecord and 
drjument the payments. One person in 
charge of making all payments results in 
a consistent approach and also provides 
accessibihty to an individual who can 
respond to financial inquiries. Time 
sheets, receipts for petty cash purcha.se.s. 
requisition forms, and purchase orders 
provide the supporting documentation 
required prior to writing a check This 
documentation proves that a legitimate 
Q use was incurred and should be paid. 

ERIC 



F^ayments made should he recorded in 
several places: the system should provide 
tor recording payments in the check 
register and recording similar expenses 
to accounts that correspond to line-items 
in the budget For example, all .salaries 
paid are allocated to a saiaiy account .so 
that the total amount spent can be com- 
pared to the amount budgeted. SimilarK, 
all classroom supplies purchased are 
grouped together, indicating the total 
amount spent to date on classroom sup- 
plies. To facilitate this process of grouping 
like transactions, categories listed in the 
budget are assigned numbers This num- 
ber .scheme is called ' Chart of Accounts 
(see Box H). 

The person assigned to writing checks 
should not be the same person who is 
authorized tu sign checks. It is a com- 
monly accepted practice that the person 
who has access to funds should not also 
keep the financial records. This division 
of duties provides control over funds and 
ensures the accuracy of records. Some 
programs require two signatures to be 
obtained for all checks, usually the signa- 
ture of a program director and a board 
member This can be an effective safe- 
guard if lx)t!' individuals review the checks 
and background documentation. However, 
if blank checks are signed in advance or 
signed without reviewing the infonnation, 
obtaining a second signature is not a 
u.seful procedure. 

Reconciling Bank Statements 

Another control over funds is the 
moi^^hly reconciliation of the bank state- 
ment. If a program deposits all of its 
ca.sh receipts and issues payments only 
by checks, the hank statement should 
contain the .same figures a.s the cash 
receipts journal and the check register. 
Theiefore. this hank statement provides 
a .second record of tht- [m^^rams financial 
transactions. The bank statement should 



he compared to the program s records on 
L monthly bas:.'-^ to identify any mistakes 
that may have been made by the bank or 
the program. Ideally, a third individual, 
someone who has no duties connected 
to recording cnecks or signing checks, 
should compare the bank statement to 
the program's records. 

What ActiOiis Can be Taken 
to Prevent or Alleviate Cash 
Flew Problems? 

Cash flow is a term used to describe 
the inovement of money into and out of 
a proc^ram There may be specific times 
during the year when a program has cash 
flow problems even though the annual 
operating budget balances, or indicates 
a surplus. This can occur because an 
annual )peratng budget compares the 
income ard expenses of a program on a 
yearly basis: it does not balance the fi[ ires 
on a monthly basis. To alleviate or prevent 
cash flow problems, a cash flow budget 
should be prepared. 

A cash flow budget identifies the ^asn 
needs of a program by indicating when a 
cash shortage might occur and by provid- 
ing an estimate of the amount of the 
deficit It IS prepared by listing all the 
ca.sh transactions that occur within each 
month. The figures should be estimated 
as realistically as possible on actual ex- 
pen.ses and income; they should not be 
based on monthly averages. For example, 
the amount of money allocated for staff 
.salaries is based on the actual number of 
pay periods in a month, not by dividing 
the yearly cost of salaries by twelve 
months The figures for fringe benefits 
will reflect large quarterly payments for 
payroll taxes instead of equal monthly 
amounts. IVogram.s receiving reimburse - 
rrents for child care or food should list 
the income m the month it is expected 
to be received. 
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Sample Excerpt from a Chart of Accounts 


100 


SALARIES 




220 OCCUPANCY 


111 


Director 




221 Kent 


112 


TcacliL'r 




222 Klectricitv 


11:5 


Bookkeeper 




22:i Water 


120 


FRINGE BENEFITS 




230 SUPPLIES 


121 


Social Security 




231 Office 


122 


Health Insurance 




232 ClassToom 



65 



After the monthly figures are identified, 
the expenses are subtra:ted from the 
income to arrive at a monthly figure for 
net cash flou. This figure is added to the 
previous month's net cash flow figure to 
arrive at a cumulative figure for cash flow. 
The completed budget will identify when 
shortages and surpluses m the budget 
will likely occur. Programs should analyze 
this information and make plans to avert 
periods of cash shortages. 

One way to achieve a balanced cash 
flow IS to rearrange the timing of pur- 
chases and the receipt of income. If the 
monthly cash flow figures are consistently 
cbse to zero, meaning expenses are nearly 
equal to income, late payments or a drop 
in enrollment could seriously threaten 
the program s financial stability. Programs 
in this position may decide to require 
parents to pay for care in advance to 
ensure that funds are available to pay 
staff salaries. If cash flow is a problem 
only during certain months, rearranging 
when purchases are made could alleviate 
the problem. Often a negative cash flow 
exists during the winter month.^ due to 
heaing costs. Purchesing bulk supplies 
in the summer migtit be one way to 
compensate for this; another possibility is 
to pay for fuel on an installment basis. 

Sometimes the negative cash flow is so 
large during one time of the year, that 
rearranging the timing of pur chases and 
income is not enough. In thi.s event, 
programs may find it necessary to obtain 
a short-term loan or to raise additional 
funds. The monies earned from fund 
raising could be placed in a special 
account used only for cash flow purposes 
They would be used when nef^ded and 
returned when the cash flow situation 
was positive. In this way. funds would be 
available to meet a programs financial 
obligations even during periods of negative 
cash flow. 

What Fiscal Reports 
Are Necessary? 

Fi.scal reports summarize the financial 
activities of an organization. They provide 
the information that directors and board 
members need to evaluate the financial 
status of the program. Tiie content of 
the reports and the frequency with which 
they are compiled depend on the require- 
ments of funding sources and the needs 
of those who use the data. Financial 
reports that are common to most child 
care programs include monthly and yearly 
financial status reports, balance sheets. 
O udits. They are described below. 



Financial Status Report 

A Financial Status Report indicates the 
actual money received and spent during 
a specified time period and compares it 
to the amounts budgeted. Prepared on a 
monthly basis, it can reveal eariy symptoms 
of financial trouble. Programs can then 
address the probiemis) and make plans 
to cut expenses, raise add*'.jnal income, 
or revise the budget The >'early Financial 
Status Report compares total figures for 
actual expf^nses and income to the yeariy 
budgeted ti^ ts This information is 
useful to prepare more precise and reliable 
estimates for next year's budget. 

A yearly Financial Status Report consists 
of the line items listed in the budget, 
focusing on three areas: the amount 
budgeted, the actual amount spent or 
received, and the difference. Formats for 
monthly financial status reports var\ 
widely in terms of degrees of comparing 



actual costs to budgeted costs. An example 
of a monthly financial status report is 
presented in Box C. Adaptations can be 
madi' to meet the needs of individual 
programs. 

Balance Sheet 

A balance sheet is prepared annually as 
another means of reportingon a program's 
financial status. It identifies the programs 
net worth by subtracting its liabilities or 
deb from the pro<^rams a.ssets. Assets 
include cash and anything that can be 
turned into cash, such as approved grant 
awards, buildings, and equipment. The 
difference between the liabilities and assets 
determines the financial worth of the pro- 
gram. This amount is the Fund Balance. A 
balance sheet is usually prepared by an 
accountant It is important for directors 
and board members to understand the 
report because it provides useful mforma- 



BOXC 

Monthly Financial Status Reporl 

Month 

Yearly Actual Actual Budgeted Difference 
Budget Monthly YTD YTD YTD 



EXPENSES 

(list all line 
item? in the 
budget) 



INcOME 

(list all 
sources) 



TOTALS 



Ycarli/ Budget - 
Actual Monthly - 

, \ctnal )TI) iVcar'To'Datc) ■ 

Budgeted VIP - 

Difference in )TI) - 



lists the figures that are in the approved 
budget 

identifies the actual amounts of money that 
were spent or earned during the specified 
month 

indicates the amount of money actually 
spent or received from the beginning of the 
year, to the present 

identifies the amount of money that was 
budgeted to be spent or earned from the 
beginning of the year to the pre.sent 

indicates the difference between the Actual 
YTD and the {budgeted YTD expressed in 
an amount or a percent^^ge 
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BOX A 



Administrative Summary of Attendance and Parent Fees 
^Child Car<> Program 



Week oL 



19- 



Name 



Rate 



Attendance 
M T WT F 



Balance 
Amount 
Due This 
Week 



Balance 
From 

Previous 
Week 



Rec*d 

This Bal. 
Week Due 



Total Daily Attendance- 



Average Daily Attendance- 



^ of Children Enrolled 

Staff Signature 

Date 



Note: Adapted from Managing the Day Care Dollars by Gwen Morgan. 



The attendance records provide infor- 
mation on the number of children enrol- 
led. Even if all the parents ar. regularly 
paying their tuition, the program could 
be in financial trouble if enrollment is 
low. Reviewing the attendance records 
weekly will indicate if there are any 
openings to be filled and will identify 
frequently absent children vho r.:ay be 
in the process of dropping out of the 
program. 

Since the income of a school-age child 
care program is largely based on the 
numbers of children attending the pro- 
gram, every opening should be filled as 
quickly as possible. Over the course of a 
year, one- or two-week lapses between a 
child leaving the progran and another 
child enrolling in the program can result 
in a substantial loss of income. Recruiting 
children year round can assist in filling 
openings as quickly as possible. 

Developing a Waiting List 

To ensure openings are filled quickly, 
programs may wish to keep a list of 
families who are waiting to enroll their 
children. It is important to develop policies 
that clearly define how openings will be 
filled from tbe waiting list. 

Programs differ widely in establishing 
policies that determine which child on a 
waiting list will be selected when the next 
opening occurs. 

Methods can range from accepting 
applications in the order they are received, 
toselectingchildrjn based on need. Refer- 
rals from Child Protective Senices. cun> 
niunitx'ageicies, orschools miivdetermine 
a first priority status for some students 
Financial status might als(' he an indicator 
of eligibility if the program allocates a 
specific number of slots tor low-income 
families The criteria established bv the 
program should be an equitable polie\. 
communicated to parents in writing, md 
followed when selecting new em ol lees 

What Safeguards Are 
Needed for Spending 
Funds? 

Ever>* school-age child care program 
should develop procedures Ibr spending 
funds based upon a caielully tonceived 
internal control system These procedures 
arrange necessar>' fiscal duties in such a 
way that they are not duplicated, automa- 
tically provide control of the program s 
funds, and ensure the accuracy of the 
r^^^"S. These meas»iie.s minimize staff 



error and provide protection against mis- 
appropriation of funds. They are commonly 
praticed procedures recommended by 
accountants, auditors, and fundingsources. 

At a m I n 1 nui m , s u c h p roced 11 re s i n c I u d e 
treating a pavroll system, establishing 
procedures tor purchasing go(^d:. and ser- 
vices, 'establishing a petty cash system. 
Lontrolling the issuance of checks, and 
ieL(»,iC!ling hank statemenis Discussions 
ot c ich oi these topics follow below 

Creating a Payroll System 

The largest expense of most school- 
age ' hild care programs is staff salanes. 
As such, it IS critical that an efficient 
payroll system be developed Payroll pro- 
cedures include establishing method'N of 
paying staff salaries, recc^ding deductions 
from then salaries, and keeping accurate 
time cards which reflect the time worked 
and the time accrued for vacation and 
sick leave. A system needs to be developed 
that identifies who is responsible for the 
required reports and payments to the 
Internal ^^^venue Service. Social Secunty. 
heilth li^surance agencies, and other 



fringe benefit providers. Personnel poli- 
cies, defining overtime and the use of 
vacation and sick leave, must be developed 
to inform staff of the program s payment 
requirements. Some programs find it cost 
effective to have the payroll and required 
reports prepared by a commercial payroll 
.service. 

Establishing Procedures for 
Purchasing Goods and Services 

I ' u rch as i n g pr( )l e J u res id e n 1 1 fy w Ik > can 
order materials oi siMTices. what prior 
^proval IS necessan. and how the pur- 
clia.se will be recorded, (icnerally, the 
director ol the program approves all pur- 
chases or approves a bud^^eted amount of 
money that is available for specific staff 
members t( > make purchases Any purchases 
that exceed the amount ot money allocated 
in the budget, must be presented to the 
board oldirectois }{)r their approval Pur- 
chasing procedures generally include a 
rec )mmendation or a requirement to oMain 
prices from several vendors Th( use of a 
competitive approach to obtain goodsand 
senices results in receiving the best quality 
for the best prices. 



tion about the Lurrent financial .statu*^ ot 
the program 

Audit 

An audit is an examination of a pro- 
grams fiscal records and procedures to 
check their accuracy and effectiveness It 
is conducted by a professional accountant 
and certifies that the nro^n-^m**; (\<r-A\ 
practices are in compliance with fiL-neral 
accounting principles and grant purp^/^es 
An annual, independent audit by a 
Certified Public Accountant (CF^A) is 
highly recommended and is often required 
by public funding sources IT an audit is 
not required, a Yearly Financial Review 
can be performed by an accountant This 
review is less detailed and less expensive 
than an audit and provides important 
information to a progran*.. The financial 
advice received may well he worth its 
cost, recommendations may include prac- 
tices that increase effectiveness and effi- 
ciency, suggestions for resolving financial 
problems, and update on new laws per- 
taining to payroll and taxes. 

The reports mentioned above will only 
be useful to a program if they are prepared 
in a timely manner so that the information 
js current They also need to be reviewed 
and analyzed so that the finances of 
a program are carefully planned and 
controlled. 

For Further Information 

Individuals involved in planning pro- 
grams should obtain resource materials 
and contact knowledge 'e people who 
have already established programs to learn 



from their experiences. For a list ot 
available technical assistance papers and 
the names of programs and resource 
people in vour area, please contact the 
School-Age Child Care Project jt the New 
York State Council on Children and 
Families. Mayor Erastus Corning Tower. 
28th Floor. Empire State Plaza. Albanv. 
New York 12223. (518) 474-6293 

The Sl A'lce Corps of Retired Executives 
(SCORE), sponsored by the L'.S, Small 
Business Administration, provides frt.. 
on-site, business counseling to small 
businesses and organizations, SCORE 
can advise programs on recordkeeping 
and acLOunting systems, purchasing pro- 
cedures, and financial statements. For 
more information on SCORE contact the 
U S. Small Business Administration. 45,^ 
Broadway, Room 242, Albanv, New ^ork 
12207, (518) 472-6300, 
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